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ABSTRACT 

Written for student use in a variety of classrooms, 
this document covers these skill areas: communicating with others, 
reading skills, writing skills, and study skills. The material 
addresses specific skill areas, but is flexible enough to meet 
student needs in both vocational arid academic classes. Each unit, 
which covers one skill area, begins with an introductory page that 
includes an introduction, objectives, springboard questions to help 
students think about the material before working with it, and 
vocabulary words from the unit. Readings give some brief information 
that explains or defines the communication skill presented in the 
unit. Student activities that follow each reading provide a learning 
activity to practice using information or skills presented in the 
text reading. The conclusion at the end of each unit summarizes the 
information presented. At the conclusion of each unit are two sample 
vocabulary activities. A brief teachers' guide is provided at the end 
of the document. It describes organization of the material, provides 
information about specific units, and discusses use of the material 
in a job skills class. (YLB) 
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Note to the Students 



Communication Skills / was written to help you improve several types of 
communication skills. These skills include communicating with others, reading skills, 
writing skills, and study skills. All of the skills covered will help you in your current 
class and can also help you later in life. 

Each unit begins with an introduction, questions for you to think about, and 
vocabulary words you should recognize and understand. Throughout the reading 
there are several student activities. These activities were developed to help you apply 
the skills you learn about in the reading. The vocabulary activity identifies words that 
are important for you to understand. Watch for important words that are in bold print 
throughout the text information. 

Unit Components 

♦ Objectives — The objectives tell you specifically what you will be able to do after 
completing the unit. 

♦ Springboard questions — The springboard questions cause you to think about why 
you need to use communication skills; specifically how you can learn from the media, 
use telephone services, prepare and deliver a speech, or properly conduct a meeting. 

♦ Vocabulary— The vocabulary section gives you a list of key terms used throughout 
the unit that are important for the reader to be able to understand. Understanding the 
vocabulary will enable you to use the information presented throughout the unit. 

♦ Readings— The text reading gives you some brief information that explains or defines 
the communication skill presented in the unit. The reading is intentionally brief but if 
you want more information you may ask your local librarian or your teacher for more 
resources. 

♦ Student Activities— The student activities provide a learning activity that allows you to 
practice using some of the information or skills presented in the text reading. 

♦ Conclusion— The conclusion at the end of each unit summarizes the information 
presented. It gives you an overall reason why the communication skill is important. 

♦ Vocabulary activities — At the conclusion of each unit are two sample vocabulary 
activities. While these activities are brief and do not include using all the vocabulary 
information presented in the unit, they do give you an opportunity to utilize some of the 
terms and definitions provided. 
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Unit I 

Communicating witii Otliers 




introduction 



Your ability to communicate with others will be important to you throughout your 
life. Whether you are looking for a job, meeting new people, making a purchase, or 
interacting in any way with other people, the way you present yourself will tell a great 
deal about you as a person. This unit will help you understand the importance of first 
impressions, listening, interacting with others, and presenting yourself well in business 
as well as social situations. 



Objectives 

After^studying this unit, you will be able to— 

♦ present yourself to make a good first impression 

♦ make introductions 

♦ define your own self-image 

♦ represent yourself appropriately in the workplace 

♦ be a better listener 

♦ interact with people effectively 

♦ give clear directions 

♦ determine ways to follow directions 



Springboard Questions 

♦ How do you visualize, or see, yourself in an unfamiliar situation? 

♦ What do you believe others think of you when they first meet you? 

♦ Why would an employer want you to know how to communicate wf=»i< . 

♦ When your friends talk to you, do you listen to what they say, or are vou 
thinking ahead to what you want to say? 
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Vocabulary 



To improve your communication skills and better understand this unit, it will be 
helpful for you to know the meaning of these vocabulary terms and phrases. You will 
find that these terms are in bold print within the text of this unit. As you find these terms 
in your reading try to determine the meaning. If you need help with the definition, use 
a dictionary or ask your teacher for help. 

attitude 

dependable 

fact , 

first impression 

hearing 

interacting 

listening 

opinion 

scowl 

self-image 

verified 
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First Impressions 



When you meet someone for the first time, you make an impression on that 
person. He or she may be favorably or unfavorably impressed with you. We all want 
people to like us and think well of us when we first meet them. 

From this list, check the items that you think will help make a good first 
impression. 

1 . Neatly combed, clean hair 

2. Clean clothes 

.3. Muddy shoes 

4. Clean teeth 

5. Speaking in complete sentences 

6. Bad breath 

7. Pleasant smile 

8. ^Tattoos 

9. Little eye contact 

10. Firm handshake 



If you picked 1 clean hair, 2 clean clothes, 4 clean teeth, 5 speaking in complete 
sentences, 7 a pleasant smile, and 10 a firm handshake, you are correct. The way you 
dress and groom yourself tells people something about you. When you are dirty or 
wear torn clothing and frown, or scowl, you project a poor self-image. 
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student Activity 

Respond to each of the following items. 

1 . Write down the things that you can do to mal<e sure that you will make a good first 
impression. 



2. Why would people think that you don't care about yourself if you wear torn or dirtv 
clothing? ' 



3. What do you think when you meet someone who smells bad or wears dirty clothes? 



4. What do you think when you meet someone who is clean and neat, and wears 
clean and pressed clothing? 



5. Do you think that you need to have expensive or new clothes to make a good first 
impression? Explain your response. 
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Making Introductions 



Have you ever been with a friend at the mall and run into someone that you 
knew but that your friend did not know? Did you introduce that person to your friend? 
Throughout your life you will be making introductions and meeting people. Knowing 
how to make introductions is a good skill to learn now. 

Some rules for making introductions: 

• Speak in a clear, distinct voice so that people can hear and understand you. 

• Keep the tone of your voice polite and patient. 

• Look at the person to whom you are speaking. 



Examples 

1. Tyrone and Maria are at the mall. They meet Ralph. Maria does not know Ralph so 
Tyrone is going to introduce them. Select the best introduction. 

a. Tyrone: "Hi, Ralph. This is Maria." 

b. Tyrone: "Maria, I'd like you to meet my classmate, Ralph. Ralph, this is my 

friend, Maria." 

If you picked b, you are correct. 

2. There is an open house at your school. You want to introduce your parents to your 
favorite teacher, Mrs. Windsor. Select the best introduction. 

a. "Hey Mrs. Windsor, this is my mom arid dad." 

b. "Mrs. Windsor, I want you to meet my parents, Marian and Bob Smith. Mom and 
Dad, this is Mrs. Windsor." 

If you picked b, you are correct. Why do you think that it is important to mention 
your parents' names? Explain your answer. 
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student Activity 

Find a classmate and practice making the following introductions. Briefly note in the 
space provided the steps for each introduction. 

1 . Introduce a classmate to your mother or father. 



2. Introduce your brother or sister to your teacher. 



3. Introduce yourself to the principal at your school. 



4. Introduce two friends at the mall. , 



5. Introduce your mother or father to your teacher. 




Representing Your Employer 



While on the job, you always represent your employer. When you greet 
people — customers or others— they will get an impression about the company you 
represent. The way you present yourself will make a difference to your employer. 

What would you think if the person who waited on you at a fast-food restaurant 
wore dirty clothes and had dirty hair? What would you think if that person had dirty 
hands? Would you feel comfortable purchasing food at that restaurant? 



Check the items that would help an employee in a fast-food restaurant 
represent an employer in the proper way. 

1 . Yawning while taking a customer's order. 

2. Yelling across the counter to a friend who comes into the restaurant. 

3. Politely asking customers how you can help them. 

4. ^Offering to assist a customer. 

5. Making sure that your clothes are clean and pressed. 

6. Keeping your fingernails clean and trimmed. 

7. Paying attention to the customers' needs. 

8. ^Offering negative information about your employer to other employees. 

9. Talking negatively about company rules to your customers. 

10. Carrying on a phone conversation while waiting on a customer. 

1 1 • Making sure that you are doing the job that you were hired to do. 

If you picked 3,4,5,6,7, and 1 1 you are correct. You can see that many of the 
items that allow you to make a good first impression are the same items that will allow 
you to represent your employer in a good way. 
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student Activity 

Select a job in an occupation of interest to you. Make a list of the ways that you can 
represent your employer in the proper way. Think about your appearance, manners, 
gestures, speaking behavior, or other observable characteristics. 



1. 
2. 
3. 



4. 
5. 



6. 



7. 
8. 
9. 



10. 
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Giving Directions 



of directions, 
follow. 



Examples 

. . Leaving the school, face south and turn left which is eaa o"'" R^V^Jf 
Road. At the iight, turn right, which ,s south, on to 35th ft'eet Proceed 

«^rstt^rurrpr«^^^^^^^^ 

shutters. 

. Leave the schooi and go left and then turn right. ^^C'"!,'?^^^ 

s.«r^rT^he?r^^^^^^^^^^^ 

shutters. 

ll-^^r^e^'i^^e-M^^^^ 
know where to turn left and then right. 



Some tips for giving good directions 



. Speak clearly so that people can understand what you are saying. 

: the person can find his/her 

. use' the words left and right to indicate the directions for turnm Use the terms 
north south east, and west if you are sure of your directions. 

. KS'in m nd the person who will be following your directions. It may be 
hlfp^ill for you to draw a map to go along with the directions. 
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Following Directions 



In class your teacher gives you directions about where to put your name on your 
paper, how to fold your paper, when to turn in your homework, and other specific 
things to do. It is important that you pay attention and follow the directions that are 
given so that you will get credit for the work that you do. There are several ways that 
you can learn to follow directions. It will be helpful for you to find the ways that work 
best for you. You may use different methods for different types of directions. 

Examples 

Make a checklist 

Your teacher assigns a science project that is due in one month. For this 
project, you will have to do several different things. One way to follow the 
directions would be to write down each of the items that will need to be 
completed and develop an approximate time schedule for the work. You can 
check them off as you do them so that you will be sure that you complete the 
whole assignment. Be sure to write the date that the assignment is due on the 
top of your page. 

Take notes 

Your mother asks you to do several things when you get home from 
school. She wants you to stop at the market, drop off a package, and pick up a 
newspaper. While she is talking, you should write things down so that you will 
not forget any of the chores after school. You need to take notes about what to 
purchase at the market, where to drop off the package, and the location of the 
newsstand. 

Repeat the directions back to the person giving the directions 

Your friend tells you how to get to his/her house. To make sure that you 
know the way, repeat the directions back to your friend. That way, if you make a 
mistake, your friend can correct you and save you from getting tost. 

Ask for clarilication 

If you do not understand any part of the directions, ask for clarification. 
For example, if a person gives you directtons using the terms north, south, east, 
and west, and you are not sure about these directtons. you should ask the 
person to tell you in another way. You may want to draw yourself a map and 
ask the person giving the directions to check it to make sure the directions 
shown are correct. 
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Learning to Listen 



More than half of your waking hours pass with you in the listening mode- 
listening to parents, teachers, friends, the radio, tapes, and television. Today, people 
are "talked at" more than ever before. Since listening occupies such a large part of 
daily life, improving your listening ability is important. It was once believed that 
everyone knew how to listen. To help you understand and remember the information 
you hear daily, it is necessary to concentrate and practice listening intently. 

Hearing and listening are nof the same skill. Hearing does not require, you to 
react or to do anything. You hear simply because your ears are not closed to all 
sounds. For example, without really concentrating it is easy to hear cars passing by or 
the clicking of people's shoes as they pass by in the hallway. Listening, on the other 
hand, requires mental activity. The listener must cooperate mentally with the speaker 
by gathering, sifting, and weighing the ideas that are spoken. 

Listening Requires Thinking 

Listeners and speakers influence each other. If you seem interested, the 
person speaking to you is more likely to be enthusiastic about talking to you. If you act 
or look bored, fidget, talk to someone else, or daydream, the person speaking to you 
may have trouble concentrating. As a result, the speaker is less effective. 

Observe good listening manners 

• Listen to a speaker as carefully as you would want that person to listen to you 
if you were speaking. 

• Use the speaker's name when responding to a question or remark. 

• Look at and give your attention to the person speaking. 

• Do not interrupt. Wait for your turn to speak. Your facial expressions show 
whether you are following the conversation or merely waiting for a chance to 
break in with your own comments. 
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Listening in the Classroom 



In class you listen to learn, and you profit by paying attention. When you listen 
attentively, you may cut down the time you must spend going over the material 
discussed. 

Tips to help you learn how to follow the development of a class 
discussion 

• Learn to tell the difference between main points and details. 

• Learn to weigh both sides of controversial issues. 

• When in doubt, ask questions. 

• Stay alert. 

Naturally, you cannot remember everything you hear. What you must learn to 
do is to tell the difference between what is important and what is relatively unimportant. 
This means you must learn to tell the difference between facts and opinions. A fact is 
a statement of that which exists or has been done. It can be verified, or checked for 
the truth. For example, "Water is composed of hydrogen and oxygen" and "Lincoln 
was the sixteenth president of the United States" are both factual statements. They 
can be verified. 

An opinion is a statement of what one believes or thinks about something. It is 
a viewpoint, a matter of taste, or a personal preference. Listen for words such as ought 
to, I think, good, best, and should. These are key words that signal an opinion. 

Let's Check to See If You Are a Good Listener 

• Do you pay attention when other people are talking? 

• Do you allow other people to finish what they are saying before you speak? 

• Do you interrupt other people's conversations? 

• Do you prejudge others by your own emotions, biases, or prejudices? 

• Do you avoid distractions while listening? 
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Conclusion 



Communicating with others will always be an important skill for you to learn and 
0 practice. You will encounter many types of communications as you proceed throuqh 
life including introductions, following and giving directions, listening to others making 
a good first impression, and many more. nidMny 

Practice your communication skills to improve your interactions with others 
bood communications can improve your relationships with your peers emolovers 
supervisors, and even family members. ' ^ • 

Questions for further thought 

Is there is a difference between making an impression with new 
friends and making an impression with new coworkers? 

Why Is it important to be polite and courteous to everyone? 

How can good listening skills make you a better friend, a better 
worker, and a better student? 



Crossword Puzzle - Communicating with Others 




Across clues 

2. Quality describing your behavior 
when you do what you say you 
will do 

3. What people think about you when they 
first meet you (two words) 

6. Reacting mentally to what you hear 

8. Frown 

9. Your feeling about something 



Down clues 

1 . Your ears are open to sound 

3. A statement of that which has 
been done or exists 

4. Relating to other people 

5. A statement of what one believes 
or thinks about something 

7. What you think about yourself 




Matching Vocabulary 



Match the following items. Select the best answer. 



1. hearing 

2. self-image 

3. scowl 

4. dependable 



5.. 
6.. 

7. 
8. 

9. 
10. 



listening 
attitude 

interacting 
fact 

first impression 
opinion 



A. Relating to other people 

B. Quality describing your behavior 
when you do what you say you will 
do or what others expect you to do 

C. A statement of what one believes or 
thinks about something 

D. What people think about you when 
they meet you 

E. Your feeling about something 

F. A statement of that which has been 
done or exists 

G. Reacting mentally to what you hear 

H. Frown 

I. Your ears are open to sound 
J. What you think about yourself 
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Unit II 
Reading Skills 
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introduction 



The skill of reading is necessary to accomplish everyday tasks such as 
understanding road signs, interpreting maps, reading newspapers, completing tax 
returns, reading and interpreting operating instructions, completing banking 
procedures, and many, many others. This unit will help you learn a variety of reading 
methods and techniques. 



Objectives 

After studying this unit, you will be able to— 

♦ find the main idea of a paragraph or passage 

♦ read for details 

♦ identify the differences between fiction and nonfiction writing 

♦ skim and scan material for meaning 

♦ use the SQ3R study method to read a textbook chapter 

♦ understand word meanings from context and word parts 

♦ use a dictionary 



Springboard Questions 

♦ Why is reading important for students? 

♦ Why is reading important on the job? 

♦ How do you learn new vocabulary? 

♦ What materials do you like to read the most? 
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Vocabulary 



To improve your reading skills and better understand this unit, it will be helpful 
for you to know the meaning of these vocabulary terms and phrases. You will find that 
these terms are in bold print within the text of this unit. As you find these terms in your 
reading try to determine the meaning. If you need help with the definition, use a 
dictionary or ask your teacher for help. 

anticipate 

antonym 

compound word 

comprehend 

context clue 

contrast 

efficient 

entry word 

etymology 

factual 

fiction 

focus 

guide word 

implied 

informative 

logical 

nonfiction 

paragraph 

part of speech 

prefix 

pronunciation 
repetition 
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scanning 

skimming 

specific 

statistic 

suffix 

survey 

syllable 

synonym 

technical 

transitional 

word root 
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Finding Main Ideas 



The main idea in a piece of reading material that contains more than one 
paragraph is the thought that ties together all the ideas presented In the different 
paragraphs. It is the common thread that links the paragraphs together. 

To identify the main idea of an article or a chapter, decide what each paragraph 
is about, and then think of an idea that links all the paragraph ideas together. 
Sometimes the main idea will be stated directly in a topic sentence. A topic sentence 
is often the first sentence but may be any sentence in the paragraph. Other times it will 
be hidden or implied. To determine an implied main idea, you must read all the 
details and figure out the main idea. Study the following paragraphs. 

Auto clinics are a new and growing business. There are now 
more than 40 auto clinics in the U. S., and many more will be built 
in the next few years. 

How does an auto clinic work? As the car is driven forward, the 
rollers turn backward, so the car is driven without going anywhere. 
Meanwhile, a group of mechanics gives the car more than 100 
tests using the latest equipment. After the tests, the car owner is 
told what is wrong with the car and how much it will cost to repair 
it. 

Underline the main idea or topic sentence in each of the above paragraphs. 
Look at the supporting details in each paragraph. Select one of the following titles that 
best fits the whole reading. 

1. "Forty Auto Clinics" 

2. "The Work of an Auto Clinic" 

3. "Tests at an Auto Clinic" 

4. "Thai Growth and Work of Auto Clinics" 

Now, look at the answers. 

Title 1 : Does this title come from the first paragraph? Yes, but it is too general. 
It does not tell the main idea for the whole article. 

Title 2: Does this title tell the main idea of the second paragraph? Yes, but it is 
too specific. It does not tell about the first paragraph. 

Title 3: What paragraph does this come from? Does it tell the main idea of that 
. paragraph or the article? No, this is also too general. 

Title 4: Does this title connect the main idea of the first paragraph with the main 
idea of the second paragraph? This tells what the entire article is about. It is 
the main idea of the article. 
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student Activity 



Underline the main idea in each of the following paragraphs. Then, looking at the 
supporting details, select the title that best fits each paragraph. 



1. Loyalty means being supportive of your employer. Being a loyal employee means 
you examine things from the employer's point of view. This does not mean you are 
being submissive. It is to your advantage to be loyal to your employer. Loyal 
employees are needed for an employer to be successful in business. Your 
employer's success can in turn affect the security of your job. Loyal employees are 
often the ones who get promotions and pay increases. How can you be a loyal 
employee? Do not join in conversation when workers are bad-mouthing your 
supervisor, your employer, or the company. Do not become a follower of bad 
practices. due to peer pressure. Being a loyal employee requires maturity; it is in 
your best interest to become a loyal employee. 



Circle the letter of the title that best fits the above paragraph. 

a. "Loyalty and Peer Pressure" 

b. "Job Security Depends on Loyalty" 

c. "How to Be a Loyal Employee and What it Means" 



2. Your employer hires people who tell people what to do. These people are called 
supervisors. You may also have to take orders from other workers. These workers 
may not be supervisors but have more job experience than you do. By following 
orders of the experienced workers, you are helping your employer operate a 
successful business. By being a cooperative employee, you will keep your job. 
Employees who cannot or will not take orders may be fired from the job. 

Circle the letter of the title that best fits the above paragraph. 

a. "Working with a Supervisor" 

b. "The Importance of Being a Cooperative Employee" 

c. "Following Orders" 
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3. An employer is a business organization that hires you to do a particular job. The 
employer hires you because you can jielp the organization make a profit. They 
must make a profit to stay in business. If your employer does not make a profit, it is 
likely you will lose your job. It is easy to see that if you do a good job, you help your 
employer make a profit. Making a profit is a big job for the employer. Employers 
hire people who will help make a profit. If the employer is to make a profit, it may 
be necessary to fire people who do not do a good job. If you are to help your 
employer make a profit, you must be a good worker. 

Circle the letter of the title that best fits the above paragraph. 

a. "Why You Were Hired and Should Do Well" 

b. "Making a Profit" 

c. "The Employee's Role in Profit" 

Source: Instructional Materials Laboratory, You and Your Job fColumbus: The Ohio 
State University, 1982 Revision). 
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What did you see when you first read the words in the triangle? Did you notice 
that the word the is repeated? How actively is your brain working when you read? If 
you concentrate intensely as you read and use the skills you have learned, you will 
find that large ideas and concepts, as well as small details, are more easily 
remembered. 

Within each paragraph you read, you should find a main idea, or topic, 
sentence. This main idea sentence tells what the paragraph is about. Following this 
sentence will be several sentences telling more about the main idea or topic. Finally, 
you should locate a sentence that sums up what was said or leads you to read the next 
paragraph. When reading a paragraph or passage, ask the following questions. 

• What is this paragraph about? 

• What is the most important thing the author is saying? 

• Do all other ideas in the paragraph support the main idea? 

If you can answer these three questions, you have found the main idea of the 
paragraph. For practice, study the following paragraph, then find the main idea and 
underline it. 

It is wise for every person to have a budget. A well-planned 
budget usually provides for three kinds of goals: long-range, 
intermediate, and immediate. Long-range goals include such 
things as saving for marriage, further training after high school, or 
a large purchase. Intermediate goals cannot be attained 
immediately but can be reached in several months or a year. For 
example, buying a compact disc player or having enough money 
to pay school expenses may be an intermediate goal. Finally, 
immediate goals include some needs that must be met each week 
or month. An example of this might be saving for a car payment. 

Source: Instructional Materials Laboratory, Personal Finance (Columbus: The Ohio State 
University, 1982 Revision). 

If you selected the second sentence as the main idea, you are correct. Now 
circle some of the sentences that support the idea that designing a well-planned 
budget provides for long-range, intermediate, and immediate goals. These sentences 
are the supporting details. 
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student Activity 



For each of the following paragraphs, underline the main idea. Then circle some of 
the details that support the main ideas. 

1 . Credit is a service offered to bank customers that makes it possible for them to 
make purchases and spread payments over a period of time. This process is 
referred to as lending. Credit Is an essential, part of our world today. Without it, we 
would not be able to afford many of the homes or automobiles that are on the 
market today. It is important that you understand the lending process and how to 
obtain credit. 



2. It is very important to make payments as you have agreed in the credit contract. If 
you do not pay your account as agreed, you will become known as a poor credit 
risk. This information is available to most businesses that extend credit. It may be 
the factor that determines whether you will be allowed to purchase on credit in the 
future. Prospective employers may also look at how promptly you pay your bills 
when considering you for a job. 



3. How many people do you know who overspend? Some people are tempted to 
make purchases they do not really need and cannot really afford just because they 
have a credit card. Buying items on impulse is a greater temptation when you can 
purchase without cash. Consumers tend to overspend and overpay for items when 
they purchase items on credit. 



Source: Instoictional Materials Laboratory, Personal Finance fColumbus: The Ohio State 
University, 1982 Revision). 



28 



Fiction vs. Nonfiction 



There are two types of writing the reader should be able to understand. All 
readers should be aware of the differences between fiction and nonfiction. 

Fiction is when the author makes up the situations and characters in his or her 
writing. Fictional writing could be partially based on the life of a well-known. person. 
An example of fictional writing is the book The Shining. 

Nonfiction is factual writing, including biographies, autobiographies, 
technical writing, and directions. Nonfictional writing tells about people who actually 
lived, events that really occurred, and facts that can be proven. An example of 
nonfictional writing is The Diary of Anne Frank. You can find examples of both types of 
writing in English textbooks, newspapers, and magazines. 
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student Activity 



To learn more about fiction vs. nonfiction articles, complete the following exercises. If 
you need assistance ask your teacher for help. 

1 . Locate fiction and nonfiction articles in a newspaper or magazine. What 
differences occur between the two types of writing? 



2. Choose your favorite fiction and nonfiction stories from a textbook. Read the two 
stories in the same sitting. Compare and contrast the writing styles and authors' 
opinions about his or her subjects. 



3. Make a collage showing the differences in titles from fiction and nonfiction articles. 



4. Describe how the dialogue is different in the two different types of writing. 



5. How does fictional and nonfictional writing transfer to television scripts? List 
examples of fiction and nonfiction shows on television. 
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Do I Have to Read All That? 



Reading does not always involve starting at the beginning of an article and 
reading each and every word until you get to the end. To locate the information you 
need quickly and efficiently, you may often use two handy techniques: scanning and 
skimming. 

Scanning 

Suppose you need to know how far a pigeon can see, in what year the War of 
1 81 2 ended, or the cost for a new alternator for a 75 Chevy. You could get an 
encyclopedia or parts manual and read it all, or you can use a reading technique 
called scanning. 

Scanning is simply looking quickly through a number of paragraphs or pages to 
find the right spot to read. You use scanning any time you look up a telephone 
number, check a film schedule to see what time a movie begins, or locate a price from 
a parts list. To make scanning easier, use the following helpful hints. 

• Know exactly what information to look for. 

• Look at, rather than read, the material. 

• Watch for — 

a. specific dates. 

b. names of people or places. 

c. numbers. 

d. italicized words. 



When you scan, you should not read anything else in the article besides the 
information for which you are searching. Let your eyes move quickly until they rest on 
the information you want. 
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Skimming 



You can find out a lot about the information an article contains by using a 
reading method called skimming. Skimming means reading quickly without reading 
every word. If you need to get only a general idea of what the material is about, follow 
these six steps. 

1 . Carefully read the title and first paragraph. 

2. Pay special attention to any headings or subheadings that are in darker 
print. 

. 3. If there are no headings, read the first sentence in each paragraph. 

4. Look at the illustrations. 

5. Read the last paragraph to see if it sums up what has been said. 

6. Remember, you are only trying to get a general idea of what is being 
discussed. 

Hint: A well-written, informative article or chapter will have a short 
introduction or first paragraph that tells you what is going to be discussed, a middle 
part that discusses the material, and a final paragraph or summary that tells what you 
have just read. 

• Generally, the first sentence in the paragraph is the topic sentence. This 
sentence identifies the main idea. 

• The next two to four sentences support the main idea by giving information 
(e.g., details, examples, or reasons) that explains what was said in the first 
sentence. 

• The final sentence in a paragraph either sums up what was said, or leads into 
the next paragraph with a transitional word such as furthermore or a time 
word such as next 

Each paragraph develops only one main idea or thought; the rest of the 
information simply expands on that one idea. Consequently, you can get some idea of 
how many main points there are within the material you are reading. 
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student Activity 

To practice your skimming skills respond to the following items. 

1 . Select a chapter or article to read. What is the title of the chapter or article? 

2. Write a question for yourself that will serve as a general question about the article. 

3. Skim the article and identify the main points. 
♦ 

♦ 

4 Now write a brief summary of the chapter or article. If you understand the 
technique of skimming, this should be a fairly easy exercise for you. 
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How to Attack a Reading Assignment 



When you have an assignment to read, which of the following approaches do 
you usually take? 



Do you open the book to the assigned page and start reading? 

Do you close your book, put your head down on the table, and take a break? 

Do you use the Survey-Questlon-Read-Recite-Review (SQ3R) method? 



Hopefully, you selected the SQ3R approach; but more important, you should 
loc'.. at reading assignments in a logical and efficient manner. 

Let's look more closely at each of steps in the SQ3R method. 

Survey 

Why is it important to survey before you read? The reason is simple: it is easier 
to read and comprehend something you already know a little about. Follow these 
steps: 

• Skim over, or survey, your entire reading assignment. 

• Pay special attention to material in different print. Remember, the bigger the 
print or the darker the print, the more important the idea. 

• Read the first or introductory paragraph. 

• Read the topic headings and subheadings. 

• Read the summary section. 

• Look closely at any italicized or bold print words. The author wants to be sure 
they stand out so you will see them. Be sure, too, that you understand them. 
After all, reading will not help you if you skip al! the words you do not know. 

• Look carefully at the charts, maps, graphs, and/or illustrations included in your 
assignment. The author would not have included these items unless they were 
extremely important. 

• Look for questions at the end of the chapter. These will give you an idea of the 
points the author thinks you should know and remember. 
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Question 

Ask yourself the following questions: 

• What should I know when I finish reading the assignment? 

• What steps are in the process I have been reading about? 

• What do I expect to find out about the title of the article or chapter? 

When you begin to read, have some questions in mind to answer and write 
them down on a piece of paper. This will give you a purpose for your reading. After 
reading, you will know what you learned by answering the questions you wrote. To 
make questions, change the title and the topic headings or topic sentences into 
question form. For example, if the title is, The Rising Cost of Receiving an Education, 
you may ask, "Why is the cost of getting an education rising?" 

Read 

As you actually read the assignment, keep in mind what you already know from 
the previous steps: 

• What the author thinks is important 

• Special vocabulary words 

• What you are trying to find out as you read 

Anticipate the answers to questions you have in mind as you read. Focus 
attention on the main points, and group the details under headings and main ideas. 
Use aids in the book chapter or article— such as pictures, illustrations, graphs— and 
charts— to clear up anything you have a doubt about. 

Recite 

When you have finished reading the assignment, it is time to recite what you have 
read. This step simply means writing down notes or telling someone else what you 
have learned from your reading. Answer the questions you previously made up, and 
add other information as you remember it. Now, check the reading selection to see if 
you were right. 

Review 

The final step in the reading assignment and the SQ3R method is to review. 
This means to check over what you have read, review your notes, and apply what you 
have learned. 
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student Activity 



Read each situation below and decide when you should skim, scan, or use the SQ3R 
method to find out what you need to know. Write the appropriate skill in the blank to 
the left. 

1 . Reading a grocery list to see if you added mustard 

2. Reading information on cats in the "c" section of the encyclopedia to see 

if you can get some notes for a report 

3. Reading a note from your best friend 

4. Reading a detailed car rental contract before you sign on the dotted 

line 

5. Looking at a recipe for brownies to see if it includes eggs 

6. Looking at the front page of the newspaper to see what is happening 

7. Reading a magazine article on your favorite subject 

8. Reading the directions for putting together a piece of equipment 

9. Reading a TV guide to find out when your favorite program starts 

1 0. Reading a textbook chapter on the Korean Conflict to prepare for a 

test 
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Vocabulary 



Words, words, words. You say them. You read them. You hear them. You 
even use them when you are just sitting and thinking to yourself. A good vocabulary Is 
closely associated with success. Having a strong vocabulary is very necessary; and 
improving your vocabulary is really not too difficult. You should be very aware of new 
words and always remember that words represent ideas. 

There are several techniques presented in the next sections that will help you 
build a better vocabulary. Most of these techniques focus on your reading vocabulary 
However, they also can be used to help with your listening skills and your writing and 
speaking vocabularies. 

There are three important vocabulary skills or techniques you should try to 
master. Sometimes these vocabulary skills are used alone; however, they are often 
used together. These skills involve the use of— 

• context clues 

• word parts 

• dictionaries and other reference materials 
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Learning Words from Context 



When you read or hear an unknown word, you can often figure out its meaning 
simply by paying close attention to the words around it. This is called learning from 
context. For example, read the following sentence. 

We rowed over our inundated cornfields. 

What do you think the word inundated means? If you noticed the verb rowed 
you know that inundated \s going to have something to do with water. You don't row 
on dry land. Therefore, since rowboats are not normally in found cornfields, the word 
must mean flooded. Now, try your skills on the following sentences. See if you can 
figure out a definition for the words in bold print. 

• At first the natives were friendly to us, but later they became antagonistic, 
attacking and burning the settlements. 

Define antagonistic. 



• Kim's next attempt to topple the chair was unsuccessful. Jane still sat firmly 
upon it. 

Define topple. 



• In his first banking job, Lou was very lazy. One day a bank vice president 
upbraided him: "Do you want to be a teller all your life, or do you want to learn 
the banking business?" 

Define upbraided. 



Check your definition with the definition in the dictionary. 

Writers often provide their readers with several kinds of context clues to help 
them figure out the meanings of unfamiliar words. Watch for three types of context 
clues: definition, example, synonym or antonym. 

Definition Clue 

Sometimes an author may give the actual definition, which may be set off with 
commas, dashes, or parentheses. 
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Examples 

• After a one-week respite, or break, we were ready to go back to work {respite 
means "break"). 

• The fear of technology that some people experience is called technophobia 
{technophobia means "fear of technology"). 

Example Clue 

An author may give characteristics or examples to explain a term. 
Examples 

• The detective needed to remain incognito so he wore a wig, grew a beard, 
and wore shoes with elevated heels {incognito means "in disguise"). 

• Food is kept fresh by different types of processing such as salting, freezing, 
drying, and canning {processing means "salting, freezing, drying, canning, etc.). 

Synonym and antonym clues 

An author may choose to use a synonym (a word with same the meaning) or 
an antonym (a word with the opposite. meaning) to explain the meaning of an 
unfamiliar term. 

Examples 

• The distraught family was upset by their daughter's car accident {distraught 
means "upset"). 

• His actions at lunch were bellicose but my actions remained peaceful 
{bellicose means not peaceful or "quarrelsome"). 
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student Activity 



In the following sentences, see if you can define the words in bold print by paying 
attention to the other words used in the sentence. 

1 . The bouquet of roses left a lovely redolence in the room. 
Define redolence. 

2. The cop blew a whistle and made a gesticulation, and the stopped traffic began 
to move. 

Define gesticulation. 

3. The student pilot practiced in a flight simulator before she flew a real airplane. 
Define simulator 

4. The firefighter remained cool and calm during the frightening juncture. 
Define juncture. 

5. The young nephew received a large legacy when his rich uncle died. 
Define legacy. 



Check your definitions by finding them in the dictionary. 



40 



45 



Learning Words from Word Parts 



You can often figure out the meaning of a word by looking at different word 
parts. Types of word parts you may find in reading material include— 

a. Prefixes—found at the beginning of a word 

b. Suffixes— found at the end of the word 

c. Word roots — found in any part of a word 

d. Compound words— two words that form one word 

Many word parts will have the same meaning no matter in what word you find it. 
If you are familiar with the meaning of the word parts, the meaning of the new word 
may be clearer. Look at the following example that uses word parts to ijefine the term 
microbiology. 

The prefix micro - means "small." 

The root bio - means "life." 

The suffix logy - means "study of." 

Therefore, the definition of microbiology is "the study of small life." 

The word parts listed on the next page are commonly used prefixes, roots, and 
suffixes. Look for prefixes, suffixes, and roots as you read information in your 
textbooks. 
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Word Parts 



Common Prefixes 



Form 


Meaning 


Form 


Meaning 


mono-, uni- 


one 


pro- 


in favor of 


bi-, duo- 


two 


sym-, syn- 


put together 


tri- 


three 


intra- 


within 


multi-, poly- 


many 


intro- 


inward 


micro- 


small 


anti-, contra-, ob-, op- 


against 


equi- 


equally 


retro- 


backward 


ambi- 


both 


ante-, pre- 


before 


sub- 


under 


extra-, ultra- 


beyond 


im-, in- 


not 


trans- 


across 


00-, com-, con- 


with, together 


inter- 


between 



Form 

-ant, -ent 

-y 

-al, -iai, -ar, -ary 

-is, -ive 

-ism 

-ly 

-ty 



Common Suffixes 



Meaning 

inclining toward 
inclined to 
belonging to or 
relating to 
resembling 
characteristic 
similar 

to make or to cause 



Form 

-ise, -ize 
-able, -ible 
-de, -cule 
-ee 

-er 

-ation, -ment 



Meaning 

to make conform 
fit, capable of being 
small 

one who receives 

one who produces, 

manages 

act, process 



Common Roots 



Form 


Meaning 


Form 


Meaning 


die, diet 


say 


due, duct 


lead 


voc, vok 


call 


ject 


throw 


vid, vis 


see 


cept, capt 


take 


scop, scope 


look 


ten, tent 


hold, have 


gram, graph 


write, draw 


ced, cess 


go, yield 


scrib, script 


write 


auto 


self 


aud, audit 


hear 


bio 


life 


tract, trac 


draw 


nomin 


name 


bibiio 


book 


ben, bene 


good 


ambul 


walk 


philo 


love 


port 


carry 


hetero 


different 


junct 


tie 


homo 


same 


dia 


across, part 







Source: Instaictional Materials Laboratory, A New Look At An Old Skill (Columbus, The Ohio State 
University, 1982). 
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student Activity 

Select from the list below the word that best completes each sentence. Read the 
entire sentence first to get context before trying to select the missing word. To help you 
define each word; refer to the list of word parts on page 42. 

trilogy subzero bimonthly dictate 

autobiography telescope beneficial videotape 

1 . The engineer decided to the letter into a tape recorder so the 

secretary could type it later. 

2. The" artist wrote her .__ so she could tell the story of her own life. 

3. Eating many fruits and vegetables can be to your health. 

4. A magazine that is published every two months is a magazine. 

5. Due to the weather, all outside activities were canceled. Few people 

would go outside in such cold weather. 

6. The scientist used a to see the stars and planets. 

7. Kyle Monroe has written three books on the study of microcomputers. The first 
book in this will be published in November. 

8. The soccer coach always took a of each game so the team could view 

the game at a later date. 
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Dictionary Use 



A dictionary is an important tool for successful students. Dictionaries may differ, 
but they all have similar information about words. Dictionaries are available in schools 
as well as on the job. Some occupations have a technical dictionary available to 
specifically address terms used for a given job. This type of dictionary can be found for 
health occupations, construction trades, and many others. 

Of course dictionaries provide the definitions for words; however, did you know 
that there is much other information included in a dictionary? The kinds of information 
found in most dictionaries are described below. The examples refer to the sample, 
dictionary page that follows this information. 

Entry words — words listed and defined in a dictionary. 

Examples: dulse, duly, duma 

Guide words— words, usually listed at the top of the page, to guide the reader 
in finding the page containing the word being looked up. 

Example; due— dump 

SK//aWes— division of the entry words into parts, containing one vowel (and at 
least one consonant.) 

Examples: dug-out, dul-ci-mer 

Pronunciation— Xhe phonetic or sound pronunciation, given in syllables. A 
key to pronunciation symbols can usually be found in another part of the dictionary. 
Sometimes a key is printed on each page. When you pronounce an unfamiliar word 
you have read, you may realize it is part of your speaking and listening vocabularies. 

Example: dully [dii le] 

Parts of Speec/i— information about whether the word is a noun, adjective, 
verb, etc., which usually immediately follows the entry word. If a word can be used as 
another part of speech, the other part of speech is given. 

Example: duplicate vb;. duplicate n 

Etymology —the history of the words. The history of the word in other 
languages is given in brackets. The meanings of the abbreviations used are in the 
dictionary, (e.g., MD = Middle Dutch). 

Example: Dump [Md dompen, to immerse, topple] 

A dictionary may include other information about entry words. It is important to 
become familiar with a dictionary and to use it. 
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Sample Dictionary Page 
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Source: "By permission. From Merriam-Webstefs Collegiate ® Dictionary, Tenth Edition e 1993 by 
Merriam-Webster Inc." 
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Conclusion 



Reading will be an important skill for you throughout your life. You will need to 
read many different types of material such as manuals, newspapers, novels, compact 
disc jackets, instruction books, cookbooks, and many more. 

Reading for main ideas and details will help you better understand what you 
read. Purposeful skimming and scanning will help you find information you need. 

Try using the SQ3R study method when you read your textbooks. Be sure you 
know the difference between fiction and nonfiction writing. Vocabulary terms can be 
mastered by the use of context clues, word parts, and simply learning to use the 
dictionary. 

Questions for further thought 

Why is it important to preview materia! before you read it? 

How could a strong vocabulary make you more successful in 
your career? 

What different reading skills do you need for reading fiction vs. 
nonfiction materials? 
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Crossword Puzzle - Reading Skills 




Across clues 

2. A word that means the same as 
another 

4. A word part that appears at the end 
of a word 

5. When the author makes up the 
situations and characters in his or 
her writing 

7. Reading a number of paragraphs or 
pages to find the right spot to read 

9. The main idea of a paragraph which 
is not stated directly (three words) 

1 2. To understand what you read 



Down clues 

1 . Reading quickly to get a general 
idea about the material 

3. Hints that help you understand 
the meaning of an unknown 
word in a message (two words) 

6. Two words that form one word 

8. Writing based on fact 

10. A word that means the opposite 
of another word 

1 1 . A word part that appears at the 
beginning of a word 
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Word Search 



Circle the words found in this unit. 
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Word list 



IMPLIED FICTION NONFICTION 

SCANNING SKIMMING COMPREHEND 

CONTEXT SYNONYM ANTONYM 

PREFIX SUFFIX COMPOUND 
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Unit III 
Writing Skills 



ERIC 
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Introduction 



You have been mastering writing skills throughout your entire school career. 
Writing is a life skill that is essential in the workplace. Writing may be a factor that 
affects many decisions in your career. This unit will help you increase your writing 
skills. 



Objectives 

After studying this unit, you will be able to- 



• write complete, sentences 

• complete forms thoroughly and neatly 

• use different types of letter formats 

• write a resume 

• note the nonverbal cues in writing 



Springboard Questions 



• What obstacles prevent you from getting a job? 

• Does it matter whether a person submits a form or an application that is 
incomplete? 

• What does a letter say about the writer? 

• How can you determine the author's tone in a letter? 

• How is informal writing different from formal writing? 
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Vocabulary 



To improve your writing skills and better understand this unit, it will be helpful for 
you to know the meaning of these vocabulary terms and phrases. You will find that 
these terms are in bold print within the text of this unit. As you find these terms in your 
reading try to determine the meaning. If you need help with the definition, use a 
dictionary or ask your teacher for help. 

accurate 

acquire 

body 

chronological 

closing 

coherent 

complimentary 

concise 

date-line 

heading 

illegible 

incoherent 

informal writing 

inquiry 

inside address 
legible 

not applicable 
nonverbal cue 



obstacle 
opening 
previous 
proofread 



ERIC 



52 



55 



prospective 
reference 
resume 
return address 
run-on sentence 
salutation 
sentence fragment 
tone 
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Parts of a Letter 



Before writing a letter, you must be aware of the various parts of a letter and in 
what order they must appear in the letter. Following is a listing of the various parts of a 
letter. Followmg this list, you will find samples of three different letters— one letter of 
application for employment, one letter of inquiry, and one thank-you letter. Study the 
parts that are included in each and the style in which they are written. Later in this 
section you will be asked to write letters of your own. 



Heading includes— 

• return address— the writer's address 

• date line— the date (month, day, year) the letter is written 

Opening includes— 

• inside address— the name and address of the person to whom you 

are writing 

• salutation— an opening greeting such as "Dear Mr. Smith:" 
Body includes— 

• message— the text of the letter 
Closing includes— 

• complimentary closing— a parting phrase such as "Sincerely," 

• writer's signature— the writer's name written in script 

The tone of your letter is very important. Tone is the attitude the writer reveals 
in the letter (e.g., formal or informal, serious or humorous, hostile or friendly.) The tone 
can be revealed through the language the writer uses. The writer's attitude may be 
negative or positive. It is important that you use clear and concise language in any 
type of letter you write to project the correct tone. 
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Nonverbal Cues in Written Communication 



Nonverbal cues give a message without using words. A reader may find 
nonverbal cues in all types of written communication. Smudges, errors, and paper that 
is in poor condition may indicate that the writing was completed quickly and carelessly. 
Be sure to proofread ail written communication before transmitting the written 
messages. The nonverbal cues can say a great deal about you. 



Complete Sentences 

It is important that your writing be complete and concise, communicating 
everything you want to say in as few words as possible. Each sentence must convey a 
complete thought. Remember that all sentences have both a subject and a verb. All 
sentences should be capitalized at the beginning and have some type of punctuation 
at the end. Be sure to proofread carefully to find all sentence fragments and run-on 
sentences. A sentence fragment is an incomplete thought that is being used as a 
complete sentence. A run-on sentence occurs when two sentences are incorrectly 
joined as one sentence. Be sure that your sentences are coherent (all parts of the 
sentence are connected properly so a complete thought is given). 

Examples 

Complete sentences 
It was a beautiful, warm day. 
Suddenly a car came out of the alley. 
I am interested in applying for the job. 

Sentence fragments 
As I was going to the store last week. . . 
Now knowing whether his friend was home. . . 
Either of the textbooks. . . 



Informal Letters 

At some time in your life, you may do some informal writing. Examples of 
informal writing include handwritten thank-you notes, handwritten notes (memos) to 
coworkers, or personal letters to known or unknown recipients. 
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Sample Letter of Application for Employment 



A letter of application for employment— which is a specific type of letter of 
inquiry— is extremely important. Many times, it is this letter that convinces the 
prospective employer to give you an interview. Therefore, it is essential that this type 
letter be neat and say exactly what you want it to say. Study the example below. 



1904 Stoneway Drive 
Anytown, OH 43299 
May 28, (year) 

Ms. Caroline Smith 
Personnel Manager^ 
Lyman Corporation 
2883 Frank Road 
Sometown, OH 43228 

Dear Ms. Smith: 

In response to the advertisement you placed in the Daily Bulletin for a mail 
clerk, I am writing you this letter of inquiry. For the past two summers, I have worked 
part-time in the mailroom of the local electric company. I have experience in filing, 
sorting, and distributing mail, and I feel well qualified for the position you are offering. 

I will graduate from Anytown High School on June 15 and will be available for 
full-time employment immediately thereafter. Enclosed you will find my resume, 
complete with my home address and phone number. Please contact me concerning 
when I may interview for this position. 

Thank you for your attention. 

Sincerely, 



Pat Walters 



56 



Go 



Sample Letter of Inquiry 



The purpose of a letter of inquiry is to acquire information. This letter must be 
written clearly so that the reader has a clear understanding of the information you 
want. When writing a letter of inquiry, state the subject of your inquiry at the beginning 
of your letter. Explain why you are requesting information and why you have directed 
your letter to the reader. If you know of any details that may help the reader in gaining 
the information you want, include them. Close your letter courteously, using a phrase 
such as, "I shall appreciate any assistance you can give." 

Sometimes it may be necessary to enclose a self-addressed stamped envelope 
for the reader's reply. Following is a sample letter of inquiry. 

1904 Stoneway Drive 
Anytown, OH 43229 
June 9, (year) 

Mr. Carl Merrick 
Sometown Power Co. 
196 Buford Lane 
Sometown, OH 43288 

Dear Mr. Merrick: 

Recently I came across a pamphlet published by your company and entitled 
"100 Ways to Save Energy." This pamphlet would be very useful to my science class, 
as we are studying energy effectiveness. 

Could you please tell me how I might obtain 30 copies of the pamphlet and 
what the cost would be? Any assistance you could provide would be greatly 
appreciated. 

Sincerely, 



Pat Walters 



ERIC 



5764 



Sample Thank-You Letter 



As a student, you may need to write thank-you letters to prospective 
employers by whom you have been interviewed. You might also need to send a 
thank-you letter to a speaker who has given a presentation to your class. For these 
reasons, it is important to know how to write a thank-you letter that Is simple, direct, 
and courteous. Study the example below. 



1904 Stoneway Drive 
Anytown, OH 43228 
June 1 , (year) 

Ms. Caroline Shoop 
Personnel Manager 
Lyman Corporation 
2883 Frank Road 
Sometown, bH 43288 

Dear Ms. Shoop: 

Thank you for taking the time to interview me for the mail clerk position your 
company now has open. I am still very interested in the position and in working for a 
company as reputable as the Lyman Corporation. 

If you should wish to contact me about this position, please phone me at 555- 
3939. Again, thank you for your time. 

Sincerely, 



Pat Walters 
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student Activity 



Select and write four of the following letters and the necessary envelopes following the 
guidelines you have just learned. 

1 . Locate a job in your local newspaper for which you might qualify. Write a letter of 
application for employment to the person placing the ad in the paper. Remember, 
this letter should be neat and brief. Use the sample letter as a guide. 

2. Write a letter of inquiry to a company or business requesting information about a 
product or service. Remember, be polite and clearly explain why you are 
requesting the information. Use the sample letter of inquiry as a guide. 

3. Select a "Help wanted ad" from your local paper's classified section, and pretend 
you have already been interviewed for the job. Write a thank-you letter to the 
supervisor who would have interviewed you. Remember, be direct and courteous. 
Use the sample thank-you letter as a guide. 

4. Write a letter of inquiry to a businessperson whom you would like to have speak to 
your class. Use the sample letter of inquiry as a guide. 

5. Correctly address an envelope to the school librarian at your school. 

6. Write a letter of complaint to a company listed in the phone book. Be sure to use a 
positive tone in your letter. 

7. Write an informal letter of introduction to a person you have never met. 

8. Write an informal thank-you letter to a relative. 

9. Write a news article for your school newsletter about your school or class. 



ERIC 



59 



6B 



Sample Envelope Format 



The following guidelines for envelope format are per the U. S. Postal Service 
regulations. Following these guidelines allows the mail to be handled by machines 
and will expedite the mail service. 

♦ All information should be keyed in capital letters. 

♦ No punctuation should be included. 

♦ Two spaces should be placed where punctuation has been omitted (e.g., to 
separate name from title) 

♦ The left and right margins should be a minimum of 1/2" and the bottom margin 
should be a minimum of 5/8" 



MS PAT WALTERS 
1904 STONEWAY DRIVE 
ANYTOWN OH 43288 



MS CAROLINE SHOOP PERSONNEL MANAGER 
LYMAN CORPORATION 
2883 FRANK ROAD 
SOMETOWN OH 43288 
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Forms 

As stated earlier, at some time in your life, you probably will be asked to fill out 
some type of form. There are many kinds of forms, including loan, job, and credit card 
applications. You definitely will need to fill out forms when completing your income tax 
return. 

When filling out a form, be sure all information you give is accurate. !t is also 
very important that your information be written in neat, legible handwriting. Be sure to 
read all instructions before completing a form, as many ask that you print or type all 
information. Others may ask that you use a certain color of ink pen, such as black or 
blue. 

Remember, many times your application may be the first thing a prosp active 
employer sees of you. Therefore, answer all questions completely and neatly. If there 
is a question or section on the form that does not apply to you, simply write N/A in the 
space provided. N/A stands for not applicable, meaning this section does not aoolv 
to you. ' 

Following are a sample job application and income tax form. Study the forms 
carefully. Following each completed form, you will find an identical blank form. Use 
this as your own form, and fill in the blanks with the appropriate information. 

Be sure to have all necessary information with you when completing any type of 
form. Have an accurate listing of the following information with you when comoletina 
forms; for example: ' ^ ^ 

• Complete addresses and phone numbers of previous employers 

• Dates of previous employment listed in chronological order 

• Complete addresses and phone numbers for references 

• Complete addresses and phone numbers of all schools attended 

• Social security number 

• W-2 wage and tax statements 

Finally, be sure to read and complete all forms thoroughly. You may not be 
considered for the job if your job application form is incomplete when submitted And 
your tax form will be rejected if it is incomplete when submitted. 




Sample Completed Form (Meijer) 

MEljEa EMPLOYMENT APPLICATION 



Our Ihtplc Make I s Only I'lw Hcst 



\ll I n|)|)iil llllllt\ 



PUASBFILL OUT BOTH SIDES OF mMmKATWHCOMPUreLY. 

At wtiich Meijer location are you seeking employment? List street name: T^ocky "Pif ncTIVi ve. 

TCCArs daTe 



PHONE >4Mmk ' I AiV£ AnaTE UUUUft 

(cm- )S55--2.ZZ-2. ( ) N/A 



LAST NAME 



UMONLV 



MIDDLE IKMTIAL 

A. 



STOEET ADDRESS 

^3 'BrooVcXne'Dv-ive. 



PREVIOUS AOORESS 

N/A 



SOCIAL SECUWTY NUMBER 

OOO- CO - OOOl 



nr. 

A"y+<: 



CITY 



: DRIVERS UCENSE NUMBER 

OK iZS'+BC-? 



STATE 

OM 
STATE 



ZIP CODE 

OlO/O 



ZIP CODE 



STATE THAT ISSUED DRIVER'S LICENSE 



ARE YOU: □ 14-15 



□ 1H7 



OR OLDER 



NOnc:llijndfis.pioololtgnwlt»(mUtd. 



m>Te:llhmd, ttdtim law mqukmtmi you lummhOaajnmmhonmkMmhng your ktmHIyina 
DO YOU HAVE UNITED STATES CITaENSHIP OB AUTHORIZATION FROM THE IMMWRATIOW « NATURAUZATKJW SEBVIC6 TO VWRK IN THE U.S.? ^ YES □ NO 



TYPE OF 

:_3 



WORK PREFERRED: 

U+c»mO-f-ivC 



DO YOU WANT FUa-TIME EMPLOYMENT? 
□ YES "tSyiO 



UACXI 



EPT PART-TIME? 
YES ONO 



NUMBER Of HOURS DESIRED 
PERWEK: IS- j^iO 



□ YES 



HAVE YOU EVER APPLIED AT MEUER-) 
IF YES LIST DATES- 
WERE YOU PREVIOUSLY EMPLOYED~BY MEIJER? □ YES 
IF YES LIST DATES 



RAl 

PER: "^HOUR □ WEEK □ YEAR 



HATE OF PAY EXPECTED 
5. OO 



-'SJio" 



IF YES. WHERE' 
LOCATION: 



□ STORES □ GENERAL OFFICES 



□ OlSTRIBUDON CENTERS 

□ SOURCECLUB 



IF YES, WHERE? 
LOCATION. 



□ STORES □ GENERAL OFFICES 



□ DISTRIBUTION CENTERS 

□ SOURCECLUB 



WHAT OTHER EMPLOYMENT OR "SIOE LINE' BUSINESS OO YOU HAVE? 

HAVE YOU EVER BEEN CONVIC7E0 OF A CRIME? □ YES ^NO 
IF YES. LIST DATES AND DETAILS: 



WOULD YOU WANT TO CONTINUE THIS IF EMPLOYED BY MEUER? 
□ YES ^NO 



HOW WERE YOU >>< EMPLOYEE ^RIEND 
REFERHE0T0M61JEH?|NAME:Joe Hill*.' 



□ SCHOO. 
NAME: 



□ AGENCY 



□ AD 
PAPER: 



I Q OTHER 
I EXPLAIN: 



LIST ANY FRIENDS OR RELATIVES WORKING FOR MEUER: 
NAME C3t>g M i lier- RELATIONSHIP _ 



FrigncL LOCATioN ^«»c't-yT^f ng. FosmoN Auet-c»>vic»t-ivg. 



EDUCATION / COURSE Of STUDY 





NAMI MD IMATKM OF KMML 


um 


MOTOUCMMMTEr 


COUMt OF trUDT / OESMC MCEW» 


High School 




^YES □ NO 


Ttctintcai. BmIiwm. 
orOiw 


Fmti- 


Te 


□ YES □ NO 




Col*etarUnlvtlMy 


Fmti- 




□ YES □ NO 





FOn ''jTrRVIEVVTH USF nrjLY 



DATE MTCRVIEWCD 



APniCANT 

TIME 
AVMUaiUTY 



WTtnVCWEK 



SUNMY 



STARTMaWAOCKI 
«. 



rOtmON AmKO FOR: 



. n FT n IMMAQCMENT 

Fcw.DHW. nvw. gYW. Brr ohouhly 



TIKIMY 



WiDWIDAT 



OATCAVAKAIlCTOtTMIT UMTiOtOOWAW IC INTimtT 



TWMSMY 



FMOAY 



WTimOAY 



□ XieWFEnEHCt □ LP CHECK DoilUOSCnEEN □ PHYSICAL □ STANTON □ CKEDn CHECK □ CHANGE OF STAIUS □ CTHtB_ 
GENEHM. APPLICANT KFOBMATKJN 



nEFEnBSD T0_ 



DATEBeFE«(«D_ 



PL 3A r*v 0093 



BEST COPY AVAILABLE 
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PL 3A (back) 



EMPLOYMENT HISTORY 

tKT mow PkVt AWO WWtStWT EMftOYMEWT ■COINMIQ WtTM VOOB UOSX BECENT. MCtUDE U^. MUTAIIY EXPERIENCC 

r'nuoAw I I 



COMPANY 



ADOflESS.CITY.ST.TE ' JUy^l, 

?5UO AWitn 3^ OH- 



IMMEDIATE SUPERVISOR 



SUPERVISOR TITLE 



[PHONE 



WORK TELEPHONE 



OATitOF 
atPLOYNCNT 



From 

H //D 



PAYMTE 



nUmONHELO 
JOITIIU 



MUON FOn lEAVIM 



To SMI 
$ 



oo 



I HH. □ WK. D YR. 



UponttMng 



5 OO 



)(hr. 0 wk. a yh 



MAY we COWTACT THIS EMPLOYER? 
)^YES D NO 



Cook. 



a FULL-TIME y{ PART-TIME 



0+- '<jno<x^ 



JM»SIHIHtMN.ITIEt 



OLKTI LlO-irt/ CVuJb EMnOYMENT 
AOOflSsS. CITY. STATE -'^,«f«.,o, 



IMMEDIATE SUPERVISOR 

"Dale Travis 



SUPERVISOR TITLE 

Che 4^ 



WORK TELEPHONE 
COMPANY 



AOORESS, CrTY, STATE 



To 



PAY HATE 



TaSM 

$ ^ 



rasmoNHELO 

JMTinE 



REASON FMLEAVMfi 



.3, 2^. Cootc/L.^-cac^^ 

pCi*- DwK. □ vn , ' 

D FULL-TIME VpART-rME 



OO 



HR. □ WK. D YH. 



MAY WE com ACT THIS EMPLOYER? 
Xy ES D NO 



DATES OF 
EMPLOYMCNT 



IMMEDIATE SUPERVISOR 



/ / 



SUPERVISOR TITLE 

WORK TELEPHONE 
( ) 



/ / - 



rAYMTE 



TdSma 
$ 



□ HR. D WK □ YR 



l^LanMg 

$ 

□ HR. □ WK. D YR. 



MAY WE CONTACT THIS EMPLOYER? 
□ YES 0 NO 



^NO IF 



JMRESPOWWIUTIES 



POSITION HHD 

Monru 



REASON FOR LEAVIHG 



□ FULL-TIME □ PART-TIME 



JOSRESPONtWIllTIES 



ANY PERIODS OF UNEMPLOYMENT' D YES 



YES. PLEASE EXPLAIN AND GIVE DATES: 



L*NQUAQES,1jATfpR^^ 



PLEASE READ THE FOLLOWNG AND SIGN BELOW: 

nfSi^I^IXS^SJilfl^l! 2j!f iJliS?" **" I* !!£f*?"7'. *V^* *!? «»^'«>»- ' und«»t«r>d mat if employad. any false rtatement or om($$lon on Km application 

LjiSSl^Hil !li2t'.'i!5rjrr''J?^'^ m« to u(«).r90 a pfqrttcal axamlnatlon «,*or • dfug or alcohol tM«. I agrae to Uka such an examination 

an*or taat. I alu undantand that if I am hwad. M«|tr may laqwra ma to undaigo a drug and^or alcohol tait at any tima dwino fny amploymanL I agree to take auch 

l2^Itr'fli!?!?,liS^!f tolnveHigata my aniplayment record, health, education, criminal conviction record and financial 

racoiaiarto authorize a« my employws and formef emptoyera, relerencaa, credit reporting agandeaAMiraaui, medical fadlliaa aducattonal InsHtultotS arS anv 
ottier p«»on(s) corMactad by Ma^ar repreaenlalh'a* lo provide MeljervtrHh at r«»rds and mloTaVon retavwl ti^Snrtownem a^ 
all pamei who provxie «ich recorda or miomiation from aH liaMili^ ariaxg from auch diK;loaure>: and t milve arv rIglSlo Ko55b(^^ 

fl1!IlJi!fSJrS,2;il!i?iJl!!^™^^^ • n<>f;i;'9«l"ln8i"" PMitton. I »V»» to artiltrala any cithn. conlrovefty. dtoula or complaiM ahaing ct d or 

25 to? iSwh uTSSSte •mploymwit under any company arMrabon policy ar>*of procedure which exists at the time olAe lermina^n of my e<^k>yment 

iSwItuw* *° '™* *^ *"* »*fln««ur» h«ve the tama legal lorca and affect aa lha onffUl document wttn my 



Signature . 







Oat* 



MEUER, IMC. mSHES TO EXPRESS ITS WPRECMTIOH TO YOU FOR CONSIDERING US AS A POTENTIAL EMPLOYER. 



„, , ., QCNERM. OFFICES 

nSSV2£S^***'jrJl^l^?L^^-^ '^' ' <5f»«IR«Piai,MI49S04-1369 • Telephone (616) 453-6711 
Ohio Addreaa - 3070 PraUdential Drive • SuHe 105 • FaiitKHn, OH 453Z4-6273 . Taieprione (513) 429-0277 
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student Activity - Sample Form (Meijer) 
mm 



IVIEIJER EMPLOYIUIENT APPLICATION 



Our rcoplc Make L s Oii/y Hie lU st 



ii|i|>iii iiiiiii \ I riipliiM I 



PLEASE FlU OUTtOTHSIOES OF THE MVLICATMII COMPLETELY. 

At which Meijer location are you sieeking emptoyment? List street rwme: 

TODAY'S DATE 



( ) 



lALf^ANAfEMmlNUyyi 

( ) 



ranonKS 

UK ONLY 



•fOMBT 



MDOLE INTtlAt. 



STREET ADDAESS 



P«EVKX)S ADDRESS 



CITY 



CITY 



'STATE 
" STATE 



SOCIAL SCCUfllTY NUMBEH 



DRIVER'S LICENSE NUMBER 



ZWCOOE 



ZIP CODE 



STATE THAT ISSUED DRIVEH'S LICENSE 



□ 16-17 



□ ISOR OLDER 



NOTt:llun<lffl$.pioolctagtmijlbnimHOid. 



AflE YOU- □ 14-15 

DO YOU HAVE UNITED STATES CITIZENSHIP OR AUTHOfllZATtON FROM THE IMMIORATIOW t NATURAU2AT10W SEBVICC TO WOflK IN TWE U S? O YES □ NO 



TYPE OF WORK PREFEHHEO: 



DO YOU WANT FUa TIME EMPLOYMENT? WILL YOU ACCEPT PART-TME? 
□ YES □ NO □ YES □ NO 



NUMBER OF HOURS DESIRED 
PER WEEIt • 



HAVE YOU EVER APPUEO AT MEIJER? 
IF YES. LIST DATES: 



RATE Of PAY EXPECTED 



PCR: □ HOUR D WEEK □ YEAR 



□ yes DnO IFYES.VWEflE? □ STORES Q GENERAL OFFICES □ OlSTBieuTlON CENTERS 
LOCATION □ SOURCECLUB 



WERE YOU PREVCUay EMPLOYED BY MEUEfl? DYES DNO IF YES. WHERE? □ STORES □ QENERM. OFFICES □ DtSmBUDON CENTERS 
IF YES. LIS T DATES: LOCATION. □ SOURCECLUB 



WHAT OTHER EMPLOYMENT OR 'SIDE UNE' BUSINESS DO YOU HAVE? 



WOULD YOU WANT TO CONTINUE THIS IF EMPLOYED BY MEIJER? 
□ YES □ NO 



HAVE YOU EVER BEEN CONVICTEO OF A CRIME? □ YES 
IF YES. LIST DATES AND DETAILS: 



□ NO 



HOW WERE YOU 


□ EMPLOYEE 


□ FRIEND 


□ SCHOOL 


REFERRED TO MEIJER? 


NAME: 




NAME: 



LIST ANY FRIENDS OR RELATIVES WORKINC FOR MEUER. 
NAME RELATIONSHIP _ 



!□ AD 
I PAPER: 



□ OTHER 
EXPLAIN: 



WORK LOCATION 



. POSITION . 



EDUCATION / COURSE Of STUDY 



imOFKHOOl 


NMK AM) lOCAnm «r ICHOM 




morMaMMUTiT 


CtUMt «F tiwr / MEMEE MCilVBI 


1 Hull f 1 h 1 1 III 

Htgn acnoo* 




□ YES □ NO 




TKhiiK«l, BuWnMt. 
orOtwr 




Tnm To. 


□ YES □ NO 




Cei*e*erUn)nniiy 




rtom Tor 


□ YES □ NO 





OATl MTERnEWED 



IINTERVICWER 



TiME 
AVMUIUin 



FROH 

To" 



FOR INTf PVlF v,Tn S IISI b'U Y 



'Ot(TIOHAm«0FO»t 

8 FT □MANAOEMCNT 
FT □ HOURLY 



STARTmOttfAOC nCttnCD: 
»_ 



tUMMY MOMMr 


niOIMT 


WIMKIMT 




miMY 


M1WIMT 








1 















□ jobbefebence QipcMFCK DDnuoscHEEi' GmvacAi. □ st«hton Gcbeoit check D ch»no€ Of status □ 0TM€H_ 

OtNEPAL APPIICANTIWORMATION 



CCOATF 



■rrrpnco to_ 



OAH n£FC»lBtD_ 



PL 3A r*v 0693 



c 
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7i 



PL3A(lwck) 



EMPLOYMENT HISTORY 

^wf* *"'* ■eaw wwQ with vouw i«o»t wcccwt. iNctuoe us. m uTAKt cmwENCc 



■Mm OF 



AOOHESS. CITY. STATE 



IMMEDIATE SUPSHVISOn 



SOPCnVlSOR TITLE 



/ / 



/ / 



WOnKTEl£PH0»4£ 
( ) 
66MPANY 



My BATE 



To«un 
t 



potmoNHaD 

J0IT1TU 



a HH. a WK. O YR. 



Upo<iLM<tig 

* . 

a HR. a WK. o vn. 



MAY WE CONTACT THIS EMPLOYER? 
a YES □ NO 



□ Fua-TIME a PART-TIME 



JOIMSfOMKIUTU 



REMONFORtiAVtNS 



OATEtOF 
EMPIOYMENT 



PAYMTE 



ADOBESS. aTY. STATE 



POSITION Hao 



UAtONFORLEAVMC 



IMMEDIATE SUPERVISOR 



/ / 



To9ui1 
< 



□ HB. □ WK. □ YR. 



SUPERVISOR TITLE 



/ / 



WORK TELEPHONE 
( ) 

rsam? 



Upon u iwng 

> 

□ HR. O WK. O YR. 



□ FULL-TIME □ PART-TIME 



«i nESPomminriES 



MAY WE CONTACT THIS EMPLOYER' 
a YES O NO 



DATCSOF 

ainorMENT 



ADDRESS, CTTY. STATl 



IMMEDIATE SUPERVISOR 



/ / 



soPERvisofl Tiae 



/ / 



WORKTEUPHONE 
( ) 



PAY Mil 



POSITION WU 
Ml Tim 



REASON FOR LEAVIHe 



To sun 
* 



□ HR O WK. □ YR 



UponLMvIng 

( . 

O HR □ WK. □ YR 



□ FUU.-TIMe □ PART-TIME 



JOIRESPONSIHLITIES 



MAY WE CONTACT THIS EMPLOYER? " 
a YES □ NO 



ANY PERIODS OP UNEMPLOYMENT? OYES ONO IF YES. PLEASE EXPLAIN AND GIVE DATES 



UNoS^Qls.'oJrTfllfl^^^ 



PLEASE READ THE FOUOWING AND SIGN BELOW: 

I »cl(nowt«(>j)» (hat m* facts s«t terth on this appdcMian ire tiu* and complate. I undantand tM If smolovad an» talui ii«ifn.ni nmi>«n« «. im. .r>u^i~. 

s;"«?rari.is^'!2irj^'^^^^ 



IJ23rt^l5iSl!iSri1?u£I'2S3 ""^h' •*«»tlon.efln*ialconvWionrw»rdandflr»^ 

lauJoMa Mallar to copy lh« dooimam and agra* that such cop«s with my 9lgnatura «hal hav. th. «w,a lagal (OfC« atlKi a. tha original doeum«w , 



imy 



SIgnatura . 



Date. 



MEUER, INC. WISHES TO EXPRESS ITS APPRECIA TIOH TO YOU FOR COHSIDERIHG US AS A POTEHTIAL EMPLOYER. 



,„^, - GENERAL OFFICES 

MKmaan Acmtm* — 2727 Walker Avanua, N,W. • Qrand Raoids Ml 48504-1369 • TatertfwM fctni mi-a^i i 
mio^SddiMa - 3070 Prasidanlial Drtv, . Suita iOS^^S^OH^^ . tJlSShSSJllll) ^277 
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Sample Completed Form (Ohio Tax Form) 



OHIO 11-1 040EZ 100*1 

Ohio InMinc Tax Rtluni For Single Film WHh No 0«(»Mdciils I V 



PLACE l^BEU HERE 
If you use the label, do not fill in th« boxes below. 



YOUR SOCIAL SECUR'TY NUfc'SER 


|o|o|o| 


m 


1 





ClolRl 



T e 



d I n 1 1 1 1 1 1 1 1 n 



2ii|2i |V|l|titjAjG|g| iP|A|g)K{w|A|y| f 



1 1 1 11 1 11 1 



STATC BP CCOC 



AMY 



hi 



Ohio Political Party Fund 
Do you wart $1 1» 00 to ttii fund? 

PuMic School District Numbar: 



Yes 



am 



INCOME 

WMa your FMaral iMH<Md OroM Incamt, Irem Pa*r«l Fatal HM-Tal, 1*«aez 1^ 
IMOA Una la, or IBtt Una SI (cannot awawt ta.Mt to «a« Ma fdm). 



TAX 

2 FM tht tax for.tne amoMM en ma 1. Uaa ttw EZ lai tabla in «ia OMa IT-1MKZ 
BooU«t(pag«**-11). 



TAX WITHHELD 
} OMoincoma lax wiMilwM from your W>2Fonn(«). 

tAltaeH wWihotdtng tdtwnMitU) to Iht boMom M of Ma ratum.) 



REFUND 

4 H intSiatergor than Una 2, autatraet Una! tram In* S. mile your rataid. 



AMOUNT YOU OWE 
K In* 2 )a l*rg*r than Nna }. auMract In* i from Ina 2. TM* ic Ih* amount you ewa. 
' Maeh peymant mati* payaM* to: Traaaurar of Slata of OMe. naaaa mite aocW 
aacurity numbar on chack or manay ordar. 





Cents 

0 0 


□ Mai 


0 o 






□ J 1 lo|. 




n.UM. 





NATURAL AREAS AND W1L0UFE CHECKOFF 
Oo not cempMa lina* < or 7 unlaaa you want to donal* iM or |Mrt of 
raluntf amount on Ina 4 to Natural Araaa 4 WNdWa. VyaucawpMalnaa 
your rtftnd w« autetnatlcaay b* raducad by liia amoMN(«) yau danaltl 



Z Amount at your REFUND (In* 4) my wMi to DONATE to mbvapiMMwi*. 

9 % *ndinawad«p*ei**pi«lac«en: I3U $10^ OthtrU 

2 Chsck tax ind wilwnount cn Ins 6. 



Amount at your REFUND (In* 4) {sy wMi to^ONATE teJHtur* lMa«w*a, WMrte r«M>a. and 

« 

S 

Amount at yaur REFUND (In* 4) you iMrti I* DONATE l»ean*«r<a«D n Br«nd«<B«r*d and otwr 
I 7 atdKaipacioa: S3D UU tloD Ohw^ 

i Cn»ek bund tnXr a m o u nt an ina 7. - 



□.cm m 
□.[ID m 



5 «»« 



llMMiMa«Ntr«tiim. Wit«wp«M*lM««p«|wy,iatclM««M(toUMkMl«««ykM«it*a|« 
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Can I Use The 
Short Version 
Of The Ohio 
Income Tax 
Return, Form 
IT-1040EZ? 



1993 Instructions For Ohio Form IT-1040EZ 

You iti«y use Form IT-1040E2 if you me«t til eight of the following requirements: 

1. Your filing status is Single. 

2. Your Income does not exceed $49,999. 

3. You were 64 or younger on December 31. 1993, 

4. You were a tulUyear resident ol Ohio. 

5. You do not Claim any dependents other than yourselt, 

6. You do not have any credits or payments except tax withheld. 

7. You do not have any Ohio adjustments to Federal Adjusted Gross Income, and 

8. You do not wantto credit any part of your 1 993 overpayment to your 1 994 Ohio income 
tax liability 

II you do not meet all tight rtqulrsmenU, you must file the longer version of the 
tax rsturn. Form IT>1040. You may pick up Form IT-I040al your local bank, post 
office, or library, or you may call any of our otficat listad on the back of the 
IT-1040EZ booklet to have ona mailed to you. 



Compieting 

Your 

Return 



If Handprinted, 
Print Your Characters 
Like This 



Special 

Tax 

Table 



Avoid 

Common 

Mistakes 



What If I 
Pay Someor>c 
To Prepare 
My Return? 



Mailing 

Your 

Return 



Fill out your federal lax return first. You will need some of the federal tax inlormatior to 
complete your Ohio return. 

Most people can fill out this form Oy foHowing the line instructions on the front You will 
have to use the IT-1040EZ booklet to look up your tax on the special E2 tax table The 
IT.1040E2 booklet lists the most commonly used Ohio adiustments and credits H you 
have any of these adjustments or credits, il may be to your benefit to file the long version. 
Form IT- 1040. 



• PLEASE FOaOW THIS EXAMPLE WHEN HAND PRINTING 

• USE A NUMBER 2 LEAD PENCIL OR BLACK INK. 

• IP UNES DO NOT APPLY. LEAVE BLANK 
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The tax table in the IT- 1040E2 booklet requires no adjustments or deductions lor your 
exemption. A Seso exemption deduction and a $20 exemption cedit have aiieady been 
deducted for you. This special tax table cannot be used to caicuiale the tax (or the icng 
version. Form IT- 1040. 



1 . Are your name, address, and social secur.ty number on the labei correct' if not. did you 
correct the labe" 

2. If you use the labe:. do not complete the name and address blocks tieio* the label 

3. K you didn't get the labe;. did you enter your name, adoress (including zip code) and 
social security nunber in the spaces provided on Form IT-1040EZ? 

4. Old you Check your computations (additions, subtractions, etc.) especially when 
figuring your Ohio income ta* withheld and your relund or amount you owe' 

5. Old you use the amount from line i to lind you' tax m the special it. i 040E2 tax table' 

6. Did you enter the correct tax amount on line 27 

7 . Did yoi- attach your W-2 lorm(s) to the bottom lett o( you' return, and did you sign and 
date r-orm IT-1O40E2'' 

8. Any amounts entered on lines 6 or 7 will reduce your refund 

Generally, anyone you pay to prepare your return must sign it and provide their address at 
the bottom of the form below your signature 

Someone who prepares your return for no charge does rot have to sign tne return 



Please do not send photocopies Use original forms only 

Mail your return by April 1$. 199«. Use the envelope that came with the booMel il you do 
not have that envelope, mail to the address shown at the tjottom of the lorm 
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student Activity - Sample Form (Ohio Tax Form) 



m 



OHIO IT-1040EZ 



Ohio Intome Tax Mm For Single Rler* Wah Ho D«p««id«rt» 



PLACE LABEL HERE 
If you use the label, do not fill in the boxes below. 



1993 




FOR DEPARTMENTAL USE ONLY 

YOUR SOCIAL SECUB'T Y KUW8ER 

ETomoio 





11 














ADC. 









I H ' 1 1 1 1 1 1 11 1 1 M 1 1 1 1 1 1 1 1 1 III 1 1 1 c m 



mn 



niiTl m rrrrn rrrn 



Ohio Politieal Party Fund 
DoyouvMrtSI tsgotaMtfund? 

PubUc Sdwol District Numbor: 



Yes 



kC*«MU.Y ASMtOWM 



INCOME 



VWtt vour rt<l*tM A«l|u«tod Giom Ineanw, kam Patoti Foim 1M(-T«I, lOMGE Bm 4, 
1IMA HM 1«. Of 1040 Hue J1 (wnciot $4»^«otw»U>otm). 1_ 



TAX 

2 Find Ih. ttx lor.lh. -nouM o« 1. U.. »• e »« taMo •» «- ONo ir-IMKZ 

BoeM»(p»g«»t-11)- 

TAX WITHHELD 

a Oli»oincom»t«x»*l**««romyourW-lFoon(»). 

(Alt»eltwWil)oWI>>fl» u»tnwn>WtottwlwWem>i«»flW«w<Hni.> 

REFUND 

4 KiiM>l*lw9WthMlM>.*utatrac:tllMltremlMS. -m*toyow 



AMOUNT YOU OWE 
If »n»ll«l»9«ttMW«n»»,»ub«»»ellh>«»»rom*t»t TWO l« iinounlyog 

S Mlaeh jMV"^ poyiWe to: TfMMurw of two o» OWe. PIom* imM • 
Mcurilv iwmlMr on dMek or monoy ordw. 



m.cm.iii 

□ □n.m 

□ .QUID 

□ .CED.m 

□ mm 



NATURAL AREAS AND WILOUFE CHECKOFF 
Do Mt conifM* HOM • or r unhM you WMl to 
wlund«Zro«lln.4<oW..»r.»A,«..*WI>d>l.. tey»iic««n ,totolo; i.««rr 
yoMT rtlund «uten»rtle.lly b. rodoeoO fcy 1»» «iooiil(«) yoM doootol 



S 

§ 

z 
■J 



Amount or your REFUND (mo «) IfS" *«» '•^P'**^.If ,5f" ^SUTft 
Ctmdtbmmttmtmtmouritontmt. 

Ainour* «» your REFUND <«t» 4) ygu Wirt tDOOMATE ««f 00^^ 
7 wMMtiMciM: SSD SSU SIOQ OMwD 
ChMk box wd «<« ameurt on m* 7. 



□.□urn 
□.cm m 



IHMWcMdlMiratMm. Unow »M*Mn ar pMtuiy, I 
ana »alW, »• latam «• tni* caeiael, and coe«»Hto. 



dadan IMIs «M OtM ar nty knovnadg* 



MM. TO 
OHK>O0>ARTICNT OF TAXATION 
P.O.tOX1l22M 
CaUM>US.0HK)<g1S-2ZW 



FOR QEPARTWENTAL OS: C'NLY 

o cin iD m 

"□.na m □ 



ERIC 



68 



75 



BEST COPY AVAILABLE 



Resume 



Your resume (pronounced 'rez a m&) will provide any prospective employer 
with information about your work history, education, and abilities. Your resume will 
allow you to list your accomplishments in detail. The resume provides a concise 
listing of your skills in more detail than the introductory letter permits. 

Different sections contained within a r4sum6 

♦ The general information consists of your complete name, address, and phone 
number. 

♦ Your objective should indicate your career goal. 

♦ The education section should include all education completed and/or classes 
you are currently attending. It may be helpful to list your area of study in 

this section. The jvor/c experience section should include all jobs and 
volunteer positions held. Be sure to describe your duties for each job. 

♦ The activities section should list all memberships and offices held. This 
section will exhibit your ability to lead others. 

♦ The honors/awards section should include all of your recognized 
achievements. 

♦ The interests section should include those activities you enjoy during your 
spare time. 

♦ Last, the references section will give the employer an opportunity to speak 
with individuals who can positively recommend your work abilities and verify 
that you are of good character. It is important that you receive permission 
from all of your references before you use their names. Do not use family 
members as references. 



The following resume is provided as a guide for you to use in completing your 
own resume. The categories to be included are listed. 



69 76 



Sample R^sum^ 



OBJECTIVE 
EDUCATION 



WORK EXPERIENCE 



ACTIVITIES 



HONORS/AWARDS 

INTERESTS 
REFERENCES 



Jennifer M. Smith 
18888 Melbourne Place 
Anytown, OH 43222 
(614) 555-8888 

To obtain a job as an administrative assistant 

Anytown Vocational High School 
Anytown, OH 43220 
(614) 555-9999 

Grade Point Average: 3 78 

Program: Secretarial Studies 

Graduation: June (year) 



and 



Anytown Hospital, Anytown, OH 

January (year) to present 

Duties: Processing mail, filing records, serving as 

receptionist, typing correspondence, processing 

correspondence, and maintaining records 

Hamburger Haven, Anytown, OH. 
June (year) to January (year) 

Duties: Cashier, prep cook, salad bar prep, and hostess. 

Mercy Hospital, Anytown, OH 

June (year) to present 

Duties: Volunteer at registration desk 

Marching band 

Student Council President 

Swim team co-captain 

SADD (Students Against Drunk Driving) Member 

Student of the Month, (year) 
Junior Mayor, (year) 

Swimming, marching band, and reading 



Mr. William Jones, Counselor 
Anytown High School 
3333 Jones Road 
Anytown, OH 43222 
(614) 555-9765 



Ms. Sue Taylor, Manager 
Hamburger Haven 
9090 River Road 
Anytown, OH 43222 
(614) 555-2307 
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student Activity 



Complete the following resume with your own information. Be sure to list all 
experiences in chronological order. (List the most recent item first.) 



OBJECTIVE 
EDUCATION 

WORK EXPERIENCE 

ACTIVITIES 
HONORS/AWARDS 
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INTERESTS 



REFERENCES 



hRlC 



Conclusion 



Writing sl^ills are very important in all means of written communication. Items 
tliat are illegible or incoherent interrupt the readers' train of tliouglit and create, a 
barrier to communication. It is important to follow all directions and write concisely. 
We have learned how different letter formats are required for varying situations. We 
have also learned how physical appearance and a well-written resume can make the 
difference in making a good first impression. 

Practice your writing skills continually. Your writing skills will continue to 
improve as you become more familiar with writing activities. 



Questions for further thought 

What method is best for you to improve your writing skills? 
How will computers affect your writing skills in the future? 

If the art of writing letters to friends has declined, how can the 
tradition of letter writing be improved? 



er|c So 



Crossword 



Puzzle - Writing Skills 




Across clues 



Down clues 



3. 
7. 



8. 
9. 
10. 



Information arranged in time order 
(two words) 

The writer's address on a letter 
The name and address of the person 
to whom you are writing a letter 
(two words) 

The attitude the writer reveals in a letter 
Quality of writing that can be read easily 
People that can tell prospective 
employers about your work abilities 



5. 
6. 



A letter written to get information 
(three words) 

Information about your work 
history, education, and abilities 
The opening greeting of a letter 
Handwritten notes and personal 
letters (two words) 
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Matching Vocabulary 



Select the best answer. 
1. chronological order 



A. The opening greeting of a letter 



2. references 



B. A letter written to get information 



3. resume 



C. People that can tell about your work 
abilities 



4. legible 



5. letter of inquiry 



D. The name and address of the 
person to whom you are writing a 
letter 

E. Information about your work history, 
education, and abilities 



6. inside address 



F. The writer's address on a letter 



7. tone 



G. Information arranged in time order 



8. salutation 



H. The attitude the writer reveals in the 
letter 



9. return address 



Writing that can be read easily 



ERIC 



75 



ERIC 



Introduction 



The study sk.Ils you learn as a student will be useful to you throughout your 
entire life. As an employee, you will always be challenged to learn new ideas, new 
technology, and new skills. This section will help you improve your study skills. 



Objectives 

After studying this unit, you will be able to — 

♦ take notes in a class or from a textbook 

♦ read your textbooks more effectively 

♦ be better prepared to take tests 

♦ remember important information more easily 



Springboard Questions 

♦ What barriers prevent you from studying? 

♦ What is your best study technique? 

♦ Do you get nervous when taking a test? 

♦ Why would an employer want you to have good study skills? 
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Vocabulary 



To improve your study skills and better understand this unit, it will be helpful for 
you to know the meanings of these vocabulary terms and phrases. You will find that 
these terms are in bold print within the text of this unit. As you find these terms in your 
reading try to determine the meaning. If you need help with the definition, use a 
dictionary or ask your teacher for help. 

acronyms 

appendix 

associating 

bibliography 

glossary 

index 

long-term memory 
mind map 
mnemonics 
preface 
recall column 
sensory memory 
sequence 
short-term memory 
spatial order 
study frame 
table of contents 
title page 
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Learning and Memory 



A Word About Learning 

When you are in school, you know that you are a student. Did you know that 
you will be a student all of your life? Your employer will expect you to learn about new 
ideas and products. Also, in everyday life you will have to learn about new things 
continually. You may get a new car with air conditioning system you need to find out 
about. The government may print new tax forms that you must learn to complete. You 
may want to learn how to play a new sport or game and may need to read directions. It 
is hard to imagine how many different types of information you will need to learn in the 
future. 

A key to being a successful student is to take an active part in all of your 
learning. You cannot expect your boss, your teacher, your spouse, or even your 
friends to be responsible for your learning. You need to learn and practice study skills 
that will make you a more active student. 

A Word About Memory 

Every student v/ants a good memory. However, forgetting is very normal. If you 
never forgot anything, your mind would be so full you would not be able to think! To 
learn how to remember more information, you should know something about the 
memory process in your brain. You have three kinds of memory: sensory memory, 
short-term memory, and long-term memory. Each of these is described below. 

Sensory memory— You find out about the world through your five senses: 
hearing, sight, taste, smell, and touch. Everything is recorded in your brain, but only 
for a few seconds. Some experiences you remember very easily from your sensory 
memory. A baby learns very quickly not to touch hot things. You might remember a 
great party when you hear a particular song. The smell of bacon frying might bring 
back memories of a trip to your grandmother's house. By really concentrating, you can 
transfer sensory information to your short-term memory, where you will remember 
information a little bit longer. 

Short-term memory— This type of memory does not last long. You may 
remember a new friend's telephone number for an afternoon and then forget it the next 
day. If you cram for a test, you may remember a few things for the next day. However, 
there is often much information you will want to remember for a much longer time. You 
must be an active student to move information from your short-term memory to your 
long-term memory. 

Long-term memory— The information stored in long-term memory will stay 
with you for a while. The more you understand material, the more likely it is that you 
will be able to get it into your long-term memory. It is a good idea to "change" the 
information you are trying to remember by using some memory tricks. You need to find 
a memory trick that works for you. 
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For example, if you read information shown on a chart, try to make sentences 
describing the information. Also, the more you use some active memory tricks, the 
more information you will keep in your long-term memory. 



Review the following diagram of the memory process. 

Diagram of a Memory Model 



Five Senses 



Sight ^ 

Hearing ^ 

Touch ^ 

Taste ^ 

Smell ^ 



Quicic Memory 



T 



/ (for example, hot stove) i 




Short- 
term 
memory 




Long- 
term 
memory 


Memory 
processes 





Lost information 
. (forgetting) 



Lost information 
(forgetting) 
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But I Forgot 



One of the hardest things for many people to do is to remember information 
especially when it involves new words or new ideas. There is however, an approach 
to remembering things known as mnemonics (pronounced nee-mon-iks). A 
mnemonic device is like an invisible string around your finger that keys your memory 
Mnemonics is simply making up a trick to key your memory. For instance, if you have 
trouble spelling words with "ie" or "ei" in them, you might remember "1 before e except 
after c or when pronounced a as in neighbor and weigh." Make up your own 
mnemonic devices for things you wish to remember. 

Suppose you must learn the names of the Great Lake.s: Superior, Ontario Erie 
Michigan, and Huron. Make a word out of the first letters of tneir names— HOMES 
(This is a common memory trick you may have already learned.) 

H Huron 
O Ontario 
M Michigan 
E Erie 
S Superior 

Words made from first letters of other words are called acronyms. New 
acronyms are made up every day and become common since they are often used in 
everyday conversation. Radar, Sonar, NATO, ZIP, and SALT are all acronyms. (If you 
are curious about what words these acronyms stand for, look them up.) Can you think 
of some other acronyms? 

When you need to know all the parts of something (like the bones in the body 
the muscles in the face, the parts of a transmission, or parts of a business letter) 
organize the material into some kind of order that makes sense to you. 

• Put things in the order in which you do them (sequence). 

• Put things in order from front to back, top to bottom, or outside to inside 
(spatial order). 

• Put events into time order, the order in which things occur. 

• Alphabetize the parts, and then review the alphabet. 

• Remember numbers, names, and dates by associating them with somethina 
else. For example: ^ 

a. To remember the California Gold Rush, try something like gold mine-1849. 

b. Take the digits of a phone number and convert them into a word like Dial 
1-800-FISH. 

c. Remember a person's name by asking the person to repeat it. Then 
associate the name with something else. This is sometimes referred to as 
learning by association. You may know another person with the same name 
and can compare the new acquaintance with that person, or remember a 
characteristic about the person that reminds you of his or her name 
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student Activity 

To learn more about mnemonics complete the following exercises. 

1 . What mnemonic device might you use to remember the name Price? 



2. What mnemonic device might you use to remember the name Brown? 



3. Check the digits of your own phone number and see if [-cu can make a word using 
the letters associated with the numbers. (Example: 422-" "46 — letters from the 
digits 7246 make the word RAIN.) 



4. List three pieces of information you have in your long-term memory. Compare your 
list with someone else in your class. 



5. What mnemonic device might you use to remember the difference between the 
words peace and piece? 



6. What mnemonic device might you use to remember the number of days in each 
month? 
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Getting to Know Your Textbook 



You probably are familiar with many different tools of your trade. Did you know 
that your textbook is also a useful tool for you? You should take some time to become 
familiar with your textbook. Most textbooks have similar parts. The following list 
describes several of the common parts found in a textbook. 



1. Title page 

The title page is in the front of the book. It includes the title, name of the author{s), 
the publishing company, and the copyright date (or this date may be on a separate 
page and called the copyright page.) 

2. Introduction or preface 

This part of the book usually describes the purpose of the book. The author may 
explain study aids for students and teachers. 

3. Table of contents 

The table of contents is a general outline of the contents of the book. It is found at 
the beginning of the book and usually listed as Contents. 

4. Index 

The index is usually at the end of the book. It includes a very detailed list of topics 
that are covered within the text of the book and the page numbers where they can 
be found. You may also find a name index of people quoted in the book. 

5. Glossary 

The glossary is a type of dictionary. It is a list of special terms and words found in 
the book. If your book has one, be sure to use it often. 

6. Appendix 

Tlie appendix includes additional related reading. 

7. Special study aids 

Special study aids may be included that could be in the form of questions, word 
lists, outlines, or other ideas that help you remember. 

8. Bibliograpliy 

This is a list of other books and magazines related to the subject. 
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student Activity 



Look carefully at one of your textbooks. Put a check next to each part that you can find 
in the textbook. ^ 

Book title: 

1 . title page 



2. __ copyright date 

3. preface or introduction 



4. index 



5..; glossary 



6. appendix 



7. special study aid 



8. bibliography 
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Note-Taking 



Why You Should Take Notes 

The purpose of taking notes in class is to capture the ideas presented so you 
can study and master them later. Often we have to take notes or we will forget the 
important ideas! If you have notes, you can read them and study them to remember 
the ideas. 

A System for Taking Notes 
Part One: Before Class 

♦ It is useful to take notes in a large, loose-leaf notebook. This will give you 
needed space and allow you to add handouts from the class. 

♦ If possible, take notes on only one side of the paper. You do not want to waste 
paper, but taking one-sided notes will allow you to remove them from the 
notebook so you can spread them out to study. 

♦ Draw a line about two and one-half inches from the left edge of each sheet of 
paper. This is called a recall column. In class, write your notes on the right 
side of this line. (You will use the recall column later.) 



♦ Before each class take a few minutes to look over the notes from the previous 
day's class. This will help you remember old ideas and connect them tp the new 
ideas. 
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Part Two: During Class 

• Record your notes in simple paragraph form. 

• Sl^ip lines to separate the end of one idea from the beginning of another. 

• Use abbreviations when you can. 

• Write neatly so you can read your notes later. 
Part Three: After Class 

• Read through your notes. Try to fill in any blank spaces you may have left 
during the lecture. Underline or box in special terms and vocabulary words. 

• Now you are ready to use the recall column. In the recall column, jot down 
key ideas, words, and phrases. 

• When you study, you should cover the main part of your notes and see if you 
know the information in the recall column. This information will be like an 
outline of the course and will serve as an important review tool. 

A sample set of notes prepared using this system is shown on the following 
page. 
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Sample Class Notes 



' nil ^-rAP^uoAAJu) 



CAM ^ OMJUU 
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student Activity 



Listen to a class lecture and take notes on this page or one like it. After class, polish 
your notes and fill in the recall column. 



Recall 



Notes 
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How to Study for a Test 



It is natural to be nervous about taking tests. The best way to get over this 
nervousness is to keep up with your work and to be well prepared before a test. 
However, there are some skills that will help you with test-taking. 

• Set up a study schedule. Try to study a little each day. 

• Decide what to study. Spend the most time on material you do not know ver 
well. 

• Get all of your materials together. You may need class notes, your textbook, 
class handouts, other tests, homework, and graded assignments. 

• Make and use study review tools. Such tools include the following: 

— index cards noting new words 

— outlines 

— study charts 

— diagrams of information 



Examples of three types of study review tools are shown on the following pages- 
vocabulary cards, study frames, and mind maps. 
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Vocabulary Cards 

Vocabulary cards can help you when you study and learn new words. An index 
card works well for this purpose. On the back side, write clues to help you remember 
the word. Good clues may include writing sentences using the word or drawing a 
small sketch. 



Sample Vocabulary Card 
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study Frame 



A study frame is a chart that includes similar information about several topics. 
It is useful when you have to study a lot of information. 



Sample Study Frame 



Typts of Busintss Organizations 



Definitions 



Types of 
Businesses 



Ownership 



Advantages 



Disad- 
vantages 



Proprlatorshlps 

One person owns full claim to 
assets 

Responsible for debts 


PartnertniDt 

Owned by 2 or more 


Corporations 
Need charter stockholders 
(shares) 

Directors and officers 


Cooparatlvss 
User members own and operai* 
to supply selves goods and 
services 


Personal service 


Furnish one or more service 
Different tocation 
Same as Proprietorttiip 


Require targe capital 
Have uncertain futures 


Not many exist 
Consunters businsM firms 
Examples-credit unions, mutual 
insurance company, apartmani 
ownership 


Propnetor 

c 


2 or more people 
(limited partnersfiip) 


Stockhoklers ctose corporatton 
open (public) corporation 


User-members 
Buy shares of stock 
Elect board of directors 


Owner boss-all profits 
Know employees and customers 
Can act quickly 
Less income tax 


Skills pooled 
More capital 
Better credit 

Increased concern by owners 
Less tax 
May retire 


Available Capital 
Limited liability 
Permanency of existence 
Ease of transferring ownership 


Members have cost and profit 
advantage 


Owner may lack skills and funds 

Owner bears all tosses 

Illness or dealt) ctoses business 


Unlimited financial liability 
Disagreement among owners 
Bound by contract 
Limited capital 
Divide profits 


Taxation 

Government regulations 
Stockfnklers records 
Charter restrictions 
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Mind Map 



A mind map is a pic- 're that helps you remember a lot of information. The 
picture does not have to be fancy, but It should show important relationships among 
the information you have been studying. This is very useful if you are studying for a 
unit test. You should use information from your textbook, class notes, and handouts to 
make your mind map. 



Sample Mind Map 





I 
I 

f rcK-t ^ oM 
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Helpful Hints for Taking a Test 



The best way to prepare for a test is to study and learn the material. When you 
actually have the test in front of you, there are some additional things you can do to 
help you do your best. 

The following tips can help you be a better test-taker. 

♦ Look over the whole test. Try to figure out which parts will take you the longest 
and which parts are worth the most points. Allow the most time for these parts. 

♦ Read the directions carefully and be sure to follow them. 

♦ Read each question carefully, and make sure you understand it. If you are not 
sure about the meaning of a question, ask the teacher. 

♦ For multiple-choice quesitions, eliminate the wrong choices first. Then, you should 
be able to pick the right answer from fewer choices. 

♦ For true-false questions, mark true only if it is true without exception. Be careful of 
words like usually, sometimes, and never. Change these words in the question 
and see how the meaning changes. 

♦ For fill-in-the-blank questions, make sure the statement makes sense once you 
have completed it. Read the sentence to yourself to check your answer. 

♦ There are several suggestions to remember for essay questions: 

— As you read the question, jot down ideas you may use. 
—Organize your answer in your head before you write down anything. 
—Only include information that is related to the topic. Don't try to pad your 
answer. 

—Never write excuses like "I didn't have enough time," or "I wasn't here on 
Monday." 

— Avoid spelling and grammar errors. 
— Proofread your answers. 
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student Activity 



Look at a test you have already taken. Write down at least three things you could have 
done better that would have improved your grade. Keep in mind the ideas you have 
just read. 

1. 



2. 



3. 
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Conclusion 



study skills will be useful to you throughout your career. Good note-taking 
techniques provide you with a skill that can help you keep information for future use. 
There are several ways that can help you study for tests, reduce your nervousness, 
and allow you to teei more comfortable with the different types of test questions. 

In today's world of work, it is common for people to continue with life-long 
learning and studying activities. Developing good study skills now will provide you 
with tools you may need as you advance in your career and become involved with 
continuing education. 



Questions for further thought ..... 

Why is it important to be an active learner? 

Why do some students get nervous before talcing a test? 

What are three important study skills that would work for you? 
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Crossword Puzzle - Study Skills 




Across clues 



Down clues 



I . A section of a book with special 
information for additional related 
reading 

3. A general outline of a book 
(three words) 

4. List of books and magazines related 
to a specific subject 

9. Place to write key ideas, terms, 
and phrases from your class notes 
(two words) 

1 0. Memory that does not last very long 
(two words) 

I I . Time order 

1 2. List of special terms and words found 
in a book 



2. Tells you the purpose of a book 

5. A detailed list of topics in a book 

6. Memory that is stored for a 
longer period (two words) 

7. Learning about the world 
through your five senses 

8. Tricks to key your memory 
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Word Scramble 

Unscramble the words. 

1. DEXIN 

2. RLCLAE 

3. APEDNXPI 

4. RSSOYEN 

5. MINCNOSME 

6. BYAIGILOBPRH 

7. SCQEEENU 

8. FEAERCP 

9. SRLSGAOY 



Word list 

SENSORY 

INDEX 

RECALL 

MNEMONICS 

GLOSSARY 



SEQUENCE 
APPENDIX 
PREFACE 
BIBLIOGRAPHY 
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Teachers Guide 
Communication Sicills I 
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Communication Skills I has been written for student use in a variety of types of 
classrooms. The material was written to address specific skill areas but also to be 
flexible enough to meet student needs in both vocational and academic classes. The 
skill areas covered in Communication Skills / include communicating with others, 
reading skills, writing skills, and study skills. 

Organization of the Material 

Each unit begins with an introductory page. This page includes an introduction, 
objectives, springboard questions, and vocabulary words from the unit. 

The purpose of the springboard questions is to help students think about the 
material before working with it. These questions will help students with their pre- 
knowledge and will help them ease into the subject. You may want to develop your 
own introductory questions as you introduce the material. 

The vocabulary list includes words or phrases that will help the student better 
understand the material. The vocabulary words are in bold print in the reading 
materials. Definitions are not provided for several reasons. The authors believe it is 
useful to point out the words and also believe the meanings of the words should be 
presented in context rather than in isolation. In other words, it is not necessary for 
students to "know" all the meanings before reading the material. However, it is 
important for them to learn the meanings as they find the words in their reading. Be 
aware that your students may need additional help with other terms throughout the 
book. 

Within each unit, there are vocabulary activities that use several but not all of 
the words featured in the reading. The crossword and word scramble activities include 
some but not all the vocabulary words. To extend this activity, you may want to 
develop more crossword or word scramble activities using the words that are not 
currently used. Some activities can be adjusted to use as individual assignments, 
group assignments, or as independent work. Take time to review the assignments. 
There are a few questions at the conclusion of each unit that are intended to be 
thought-provoking. These questions would make excellent suggestions for further 
development of the learning activities. Make any adjustments necessary to meet the 
needs of your students. 

The authors feel strongly that appropriate interpersonal skills are important for 
all students. Therefore, consider assigning activities that will help your students learn 
the qualities of politeneiss, tactfulness, collaborative effort, and desirable employability 
skills. These ideas should easily integrate into any of the communication skill areas. 
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Information About Specific Units 



The following information is about specific units in Communication Sfdils I. 

Communicating with Others 

Because terms such as reliable, attitude, and self-image are difficult to define in 
a concrete way, try to use as many real life situations in the unit as possible. Students 
should then have a clearer understanding of the need for appropriate communication 
with other people. 

Reading Skills 

Provide a variety of reading materials In your classroom, and allow students the 
time to read freely. Students who are currently employed can offer specific reading 
needs they have on the job. Also ask an employer to come to your class and discuss 
the need for good reading skills. 

When students work with the SQ3R study method, help guide them through 
several practice sessions so they can use the method Independently. Also consider 
using the SQ3R study method as a model for your lesson planning. Students will then 
be more familiar with the technique. 

Writing Skills 

Provide many opportunities for students to write letters in class. You may want 
to begin with informal writing and then move to a more formal type of writing. 

There are a couple of sample forms provided. However, you should contact 
local businesses and the IRS office to obtain more forms students can use for practice. 
Students need to practice completing many types of forms. In fact, information on 
forms can be treated as a separate unit. 

As a group assignment, write a class or school newsletter. Students can be the 
editors as well as the writers. This activity is also a good way for students to learn to 
use the computer. A successful newsletter is one that is produced by the students with 
little teacher input; however, jt will be important for you to review the material prior to its 
being shared with others. 

Other specific newsletter ideas include preparing a newsletter for your advisory 
committee and a newsletter to parents. Encourage students to learn and use writing 
skills. 
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study Skills 

To help students use the study techniques presented, you may need to require 
certain skills in your class. For example, you may want to require students to take all 
class notes iri the format presented. As students use this material more, they may hot 
need the motivation of a teacher requirement. Hopefully, they will see that the ideas 
can be very useful for them. 

This unit can be used to help students prepare for any standardized or required 
tests. Even tuough preparation for these types of assessments is difficult, students 
should learn how to tackle multiple-choice questions, essays, or other types of 
assessment and should learn how to ease or manage their own test anxiety. 



Use of Cognmunicstion Skills I and Communication SIdlls II in a 
Job Skills Class 

The niaterial presented in Communication Skills I and Communication Skills II 
can easily be used in a job skills class. The following outline is presented to help you 
adapt the nnaterlal. Please note that the material is taken from both books. 

Getting a Jcb 

Resurne \Nr\x\r\Q— Communication Skills I 
Letter of Application— Commun/'caf/on Skills II 
Using Classified Ads — Communication Skills II 
Using the Telephone — Communication Skills II 
Connpieting Applications — Communication Skills I 
Interviewing — Communication Skills II 
Writing a Thank You — Communication Skills I 

On-the-Job Skills 

First Impressions — Communication Skills I 

Following Directions — Communication Skills I 

Learning to Listen — Communication Skills I 

Telephone SMs— Communication Skills I 

Being a Good Club Member— Communication Skills I 

Reading Skills (keeping up-to-date)— Commun/'caf/on Skills I 

Learning from the Media (keeping up-to-date)— -Commiyn/caf/on Skills II 
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